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The President of Swingline 
Owes Secretaries this Apology! 


Our face is red—and deservedly so! There you are, each 
day busier than the last, bothered with a million little 
details from collating the boss’ latest tome to fastening 
tags to his gifts for his wife—and here we are, the world’s 
largest manufacturer of staplers for home and office use 
—and we’ve never really given you the opportunity to try 
all the wonderful equipment we have to offer so that your 
job could be so much easier! Frankly, we’re ashamed. 


In fact, we feel even worse when we stop to realize that 
we make a stapler for your every possible office need— 
even that special one you’ve wanted that made the office 
purchasing agent cry: “If you can find it...you can have 
it!” For example, we have that marvel of marvels, the 
completely automatic electric stapler that requires only 
a feather touch to turn out tons of fastening work. If you 
want a master desk stapler, our No. 4 holds 210 staples — 
loads in a breeze thanks to our exclusive open channel. 
The No. 3 is a shorter desk model...the No. 27 a rugged 
one—and you can have it with your company’s name im- 
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printed on it, too. Want versatility in action? Our No. 77S 
does a 4-in-1 job: staples, tacks, pins, fastens and stores 
500 staples. One-girl office? We’ve designed the No. 99 
specifically for the smaller office —yet it holds 105 staples 
for ready action. 


And, remember...only SWINGLINE staplers guarantee 
split-second loading, jam-proof performance! There are 
exciting Jeweltone colors to choose from, ultra-modern 
designs to make yours the prettiest desk anywhere. And 
you can tell that purchasing person they’re all sensibly 
priced, too! 


But trying is believing —and we've neglected you too long. 
So, why not call us today —or ask your purchasing person 
to do it. We’re ready to discuss all your stapling needs 
and problems with you—at length!—and prepared to send 
you the staplers that will answer your individual needs 
fora FREE 10-DAY TRIAL. No obligation, of course. 
Just ask for the man with the red face. 


| 





Seen on more desks across the 
country than any other brand 


SPEEDPOINT — the only premium 
staples sold at list price 
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Werld’s Largest Manufacturer of Stap! 





da: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada 


ONG ISLAND CITY 1, NEW YORK 
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No willing pupil ever 
need fail shorthand! 


Just increase the amount of practice time using 






Look at pa a 


users of Dictation Discs 


ge Say about them 


had previously.” 


“I am a teacher of Gregg Short- 
hand and Dictation Discs have 
been very valuable in my short- 
hand classes. My students enjoy 
taking dictation by these records.” 
E MISS BETTY BURNS 
Vaidese, No. Car. 








“These records have helped me se- 
cure a much better position than I 


MRS. R. L. HENDERSON 
Portiand, Maine 





“After using your records faithful- 
ly I gained enough confidence to 
apply for one of the better posi- 
tions here in Dayton. I was given 
a test and had an excellent steno 
position within two days.” 

CAROL WETZEL 

Dayton, Ohio 


DICTATION DISCS 





Ask Your Teacher about Dictation Discs! 


45 RPM SETS — $5.75 EA. (ANY TWO SETS — $9.95) 
Each Set Contains 4 Records 


() Set No. 38 Brief form 
and phrase letters 
( Set No. 380 Brief form 
and phrase letters 100, 110, 120, 130 
() Set No. 39 the 500 commonest 
words in letters 60, 70, 80, 90 
( Set No. 390 the 500 commonest 
words in letters 100, 110, 120, 130 
( Set No. 40 Letters 40, 45, 50, 55, 60 


60, 70, 80, 90 


() Set No. 400 Letters 50, 60, 70 
() Set No. 041 Letters 60, 70, 80 
(] Set No. 410 Letters 70, 80, 90 
[) Set No. 042 Letters 80, 90, 100 
[) Set No. 420 Letters 90, 100, 110 


( Set No. 043 Letters 
[) Set No. 044 Letters 
(0 Set No. 430 Letters 
() Set No. 440 Letters 
() Set No. 450 5-minute letters 
[) Set No. 460 5-minute letters 
() Set No. 45 Brief form 

and phrase list 40, 50, 60, 70, 80, 90 
(0 Set No. 46 Regents Tests ey 


100, 110, 129 
110, 120, 130 
120, 130, 140 
130, 140, 150 
60 to 100 
100 to 140 


( Set No. 47 Office Style 


Dictation untimed 
(] Set No. 49 Court Reporting . 130 to 180 
() Set No. 50 Legal 80 to 120 
(] Set No. 51 Medical 80 to 120 
[} Set No. 52 Progressive 50 to 160 


COMPLETE COURSES ON 45 RPM 
( Course I 40 to 100 wpm — $27.50 
(includes Sets 38, 39, 40, 400, 041, 042) 
(0 Course II 70 to 130 wpm — $27.50 
(includes Sets 380, 390, 410, 420, 043, 
044) 
() Both Courses Complete (I and I1)—$50 


78 RPM SETS — $5.25 
(3 records per set) 


( Set 61 60 to 90 wpm 
[] Set 62 90 to 110 wpm 
[} Set 63 110 to 150 wpm 
333 LP — $8.75 
(2 records per set) 
( Set 71 60 to 100 wpm 
[) Set 72 90 to 130 wpm 


With Dictation Discs... 


You triple the amount of dictation practice 


EACH SET CON 


You lessen the possibility of failing 
You get higher marks in shorthand 


You boost your speed quickly and easily in the com- 
fort and privacy of your home 


You practice at speeds custom tailored to your needs 


You gain superior speed and a better job at higher pay 


Mail This Coupon Today! 


Dictation Dise Company 


170 Broadway, Dept. TS-2 
New York 38, New York 


2 


Please send me the sets | have indicated. 
| enclosed check in the amount of 
plus 25c for postage and handling. | must 
be delighted, and gain speed, or may re- 
turn records in 10 days for full refund. 


Each set contains four 45 rpm records, 
approximately 31 different business let- 
ters, 48 minutes of dictation. All sets con- 
tain different material. Order several sets 
and gain speed faster, 


NAME 


ADDRESS . 


» ZONE. STATE . 









The voices of 22 different radio announcers provide you with 
expert dictation at speeds of 40 to 160 wpm on more than 100 
different 45 rpm phonograph records. 

Order your Dictation Disc Sets now by filling in the coupon 
below, and start developing speed immediately. 
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OVERSEAS 
OPPORTUNITIES 
for TYPISTS 

and SECRETARIES 


U.S. Government Positions 
Provide Interesting 
and Unusual Work 


Two year tours after 
approximately 1 year in 
Washington. $3760-$4345. 


Ages 20 to 35; U\S. citizen- 
ship, good character and 
good health required. 


Write for a brochure stating 
your name, address, phone, 
education, experience, 

typing speed to Box #55, 
Suite 1200, 230 West 41 St., 
New York 36, N.Y. 
































ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
ror $135 
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Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX Co., Dept. T$2 


2607 North 25th Ave. @ Franklin Park, Ill. 





FIROKM OU 


Evening Her Odds 


To Tue Eprrors: 

... Inspired by “Evening the Odds,” I 
wish there were more articles on how the 
handicapped maintain jobs. 

. . . ve had rheumatoid arthritis for 
twenty-three working years. Four years 
ago I had to cut down to four days a 
week as the disease is painful and fa- 
tiguing. This adjustment is difficult at 
a time in life when an ambitious, expe- 
rienced worker normally would be at her 
full peak. Handling the tension . . . has 
caused me to think how to operate to the 
best of my ability. 

. . . Giving up ideas of a higher job 
level, | sought a part-time job in a non- 
pressure atmosphere . .. in a nonprofit 
social agency dealing with outpatient 
psychiatric cases. I gave up extensive 
use of shorthand, switched to machine 
transcription and electric typewriter. 

... On the working wife situation, I’ve 
been one for eighteen years . . . keeps me 
from brooding . . . fills a need to get out 
with people. It also eases the economic 
burden—an illness of this kind is a life- 
time of medical expenses. 





... This may be helpful to someone else 
who had to learn to scale down ambitions 
and accept a physical handicap. 

Sincerely, 
(MRS.) MARJORIE C. DA COSTA 


Support For Full-Time Mothers 


To Tue Eprrors: 

Although there are some good points 
in the “Mrs. Secretary” series, I find it 
hard to believe a mother and wife would 
even consider working full or part-time 
... Being a wife and mother is an around- 
A mother should be 
there when her family needs her . . . 


the-clock-business. 


Sincerely, 
( MISS) ANTOINETTE CESELSKI 


.. . As statistics report, marriage and 
. Ask Holly- 


a career do not combine. . 
wood! 


Sincerely, 
(MISS) SUSAN KLADUSON 
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... A wife, especially a mother, should 
not be working .. . This could be the rea- 
son for so many divorces. The husband 
and wife aren't home enough to see 
what's happening. When they do come 
home they are too tired to do anything 
about it. 

Sincerely, 


(MIss) HELEN McCSORLEY 


... To be a wife and mother and also 
to work at a paying job is to live a spe- 
cial life.” | agree—it’s a special life— 
one that | would not like to live. A 
woman needs to be with her children . . . 

Sincerely, 
(MISS) JANICE STAMFEL 


.-. As the daughter of a former part- 
time working mother, I would rather have 
a full-time 


than a_ part-time 


mother, part-time office worker. 


mother 


Sincerely, 
(Miss) LORETTA CUBBAGE 


. I don’t think enough emphasis was 


made that love—not necessarily eco- 
nomics—is the important part of mar- 
riage. 

Sincerely, 


(MISS) PATRICIA KRZESINSKI 


. .. | realize there are some extraor- 
dinary women who can have a career 
and a successful marriage, but this is a 
minority group. 


Sincerely, 
(MISS) MARILYN AUSTIN 


A Plea— 
And An Idea 


To Tue Eprrors: 

I've often wondered why so much con- 
sideration is given to blind employees in 
offices, yet no co-operation is given those 
... Why not 
invent dictation machines to write out 


who are hard of hearing 


words the way teletype machines do. 


Sincerely, 
(Miss) LOTTIE M. COPELAND 
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PERIODIC PAIN 


Don’t let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 
chases the “‘blues.”’ 


“WHAT WOMEN WANT TO KNOW" 
FREE! Frank, revealing 24-page book 
explaining menstruation. Write Box 280, 
New York 18, N. Y. (Sent in plain wrapper.) 
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Week of the Month--Pencil Week will begin February 27 
and continue through March 4. Sponsored by the 
nation's lead pencil manufacturers, the merchandising 
and publicity project is designed to acquaint both 
the trade and consumer public with the more than 350 
varieties of pencils on the market. 


A Quick Look at 1961 Cars...Lines are simpler, bodies 
shorter; compact cars are bigger, more powerful; lux- 
ury and high-priced models are still around but the 
choice iS more limited; emphasis iS on economy (a 
Switch, considering the bragging about horsepower 
prevalent a few years back); price tags are about the 
Same at present, but competition may force some price 
Shaving. (Changing Times) 





Many Minor Ills--For thirty-eight weeks, reports 
Today's Health, ten scientifically trained men and 
women carefully recorded their daily health, noting 
any “departure from comfort or physical well-being." 
On the average, each had only 120 days (45 per cent) 
free from symptoms of minor ills, mainly respiratory 
troubles. Yet they averaged only one and a half 
days absence from work during the time. The Cornell 
University Medical College research findings indi- 
cate there are more minor diseases than suSpected and 
absentee records are not a very good measure of such 
ills. 





Airmail for Four Cents--A four-cent stamp on some let- 
ters may get you seven-cent airmail service--if 
you're lucky. The Post Office is expanding this 
bargain service to speed up mails and offset the 
discontinuance (in the past seven years) of over 
1,200 mail-carrying trains. Among the routes your 
letter might go airmail are New York and San Fran- 
cisco; Miami and San Juan; Boston, Cleveland and 
Chicago; Chicago, Denver and Salt Lake City, Houston, 
Dallas, Fort Worth and Chicago; Seattle and Alaska 
destinations; Los Angeles, San Francisco, Portland, 
Seattle and Honolulu. (Changing Times) P.S. But 
remember, to be sure of airmail speed, the letter 
must bear a seven-cent stamp. 





ONE THING ABOUT THE SPEED OF LIGHT--it gets here too 
early in the morning. (The Office Economist)... 
METAL PLAQUE on California's 12-million-ton Shasta 
Dam: United States Government Property. Do Not 
Remove. (Catholic Digest) ...THE SECRET OF ECONOMY 
is to live as cheaply the first few days after pay 
day as you lived the last few days before. 
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Ne a: 


CARBON -INTERLEAVED GUMMED LABELS 
FOR TYPING AND EMBOSSED PLATE ADDRESSING 





WITH DIAMOND PERFORATIONS FOR AUTOMATIC OR MANUAL APPLICATION 








MASTERPIECE 


a portrait of addressing label efficiency 


Here’s one masterpiece that gathers no dust. Companies every- 
where keep Dupli-Snap labels busy speeding their mailings efh- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings. Find out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples. 
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EUREKA SPECIALTY PRINTING CO., BOX 149, SCRANTON 1, PA. 


| PLEASE SEND LITERATURE ON DUPLI-MAIL LINE 
ATTEN | NAME 
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1. To save filing time: spillproof Acco folders A 


Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 
out for easy transfer. Firm press- 


board covers stay new-looking, ACG Cc oO & h w D 


never sag, save file space. 5colors. GENUINE PRESSBOARD FOLDERS 
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2. To save storage space: adjustable Acco binders 


Accopress binders don’t bulk or bulge. They adjust to their contents, 
whether one sheet or one thousand. Space-saving, economical, spillproof 
—ideal for records, invoices, 


catalogs. Long-lasting press- AG Cc © P J ESS 


board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 


ACCO PRODUCTS: 4 Division of Natser Corporation, Ogdensburg, N.Y. e In Canada: Acco Canadian Co., Ltd., Toronto 
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BY E. LILLIAN HUTCHINSON A ee oi 
KEY TO TEASERS ON PAGE 55 


All’s Well That Ends Well 


In the following sentences, supply the letters needed to complete the words that 
end in blanks. 


1. Continue typing unti........ the signal sounds. 

2. From her regret remarks, we surm........ that she is extremely jealous of 
Charles’........ record. 

3. Einstein and Edison were surely genius........ ‘ 

4. These candy bars that form........ sold for a nick........ are now priced at six cents. 

5. There is an anc (“shent”) saying that a little know/l........ is a dangerous 
thing. 


Add One Letter 


In each of these pairs of definitions, the addition of a single letter to the word 
defined in a will result in the word defined in 6. The added letter may occur 
at any point in the a words. 


1. a. Without sense: pointless. 
b. Of unsound mind. 
2. a. To pass, as time. 
b. To slip back into a former state. 
3. a. Doing right: virtue. 
b. Death rate, as from an epidemic. 
4. a. Pleadings: appeals. 
b. To be agreeable: a polite addition to a request. 
5. a. To knock sharply. 
b. To fold a covering around something. 


99 66}, 99 66,99 
. 


Choose “‘a, or “*¢ 


Which of the lettered words in each of these sentences most nearly matches the 
meaning of the italicized word in the sentence? 


1. The new history teacher is without doubt the most erudite member of our facul- 

ty. (a) fluent lecturer, (b) scholarly, (c) critical. 

Paul is far too egocentric to be interested in my sports record. (a) jealous, 

(b) impractical. (c) self-centered. 

3. I inadvertantly pressed the accelerator of my car. (a) cautiously, (b) thought- 
lessly, (c) deliberately. 

4. Only four copies of the original translation are extant. (a) missing, (b) still 
to be accounted for, (c) in existence. 


2. 


Geographic Holdovers 
The words briefly described here originally had a connection with the localities 
for which they were named, whereas today direct relationship no longer exists. 


|. A soft woven fabric with a rough surface, usually of two or more colors, used 
for suits and coats. 


2. A meat patty often served between halves of a round bun. 
3. A small, smoked link sausage. 

1. A low, laced shoe. 

9. A light-brown, durable wrapping paper. 


6. A type of bath in which the person enters a super-heated room and then is 
massaged. 
\ white powder that, when mixed with water, forms a paste that quickly sets. 
8. A stiff felt man’s hat with a rounded crown. 


February, 1961 








BEWARE 


of buying any dictionary 
Said to be 
“just as good’’as a 


MERRIAM-WEBSTER 





The handy-size, easy-to-use dictionary 
in the bright-red jacket 


e You're sure you're right with a 
Merriam-Webster: it is the final 
authority for courts of law, news- 
papers, colleges, and the U.S. Gov- 
ernment Printing Office. 

¢ More useful, too, because Webster’s 
New Collegiate includes the rules for 
spelling and punctuation, essential for 
business typing but omitted by other 
“Websters.” 

e Always up-to-date: Webster’s New 
Collegiate is kept that way by the only 
large, permanent staff of experts who 
specialize in dictionary making. 

e Teachers at business schools and col- 
leges everywhere require or recom- 
mend Webster’s New Collegiate as 
the most authoritative, most complete, 
most up-to-date desk dictionary. 


Ask for it by name: Webster’s New 
Collegiate, the Merriam-Webster, at any 
stationery, book, or department store. 
$5 plain, $6 indexed. ©G. & C., 
Merriam Co., Springfield 2, Mass. 


INSIST ON 


MERRIAM- 
WEBSTER 


‘ 
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Executive Papers by Kimberly- 
Clark. Wrapped and ready in 
handsome new packages, as 
distinctive as the sparkling 
papers inside. Executive Papers 
give you choice... not chance. 
No matter what type of office 
equipment you use, you can 
select the right paper for the 
job. Crisp cotton fiber papers, 
for the feeling of importance. 
Versatile sulphites for every 
form of general office use. 
Coated and uncoated papers 
for special impressions. © If it’s 
printed, typed, duplicated or 
handwritten — next time, let 
an Executive Paper carry the 
message. Available from your 
Kimberly - Clark distributor. 
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KIMBERLY-CLARK CORPORATION 


















ROYTYPE 
RIBBONS 


OVER 
(1000 VARIETIES) 








Only Roytype has the famous Park Avenue 
Silk, the typewriter ribbon that grows 


old without growing gray. Plus over 1000 other 
different kinds of ribbons for every typewriter and tabulator. 


The fact is, the Roytype Park Avenue Silk is the best ribbon 
you can buy today. Here’s why: it has far more strength than 
cotton ribbons, far more ink-holding ability than the nylon ones. 
Costs more, too—but you end up saving because it lasts. 


And it’s just one of the over-a-thousand different quality 
ribbons we can offer. We’ve got them to fit every typewriter 
and tabulator made—and any budget, too. Even one that 
you can insert without a single smudge on your hands... the 
exclusive Royal Twin-Pak. 


Which ones are best for you? Your Roytype representative can 
help you choose exactly the right one—and the right anything 
else, too. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He’ll be there next to immediately. 


A complete line of business supplies... expert help ROYT F° 
... and the fastest service, too. 








® 216N 
ROYAL Royal McBee Corporation, Port Chester, N. Y. 


Gentlemen: Please have our Mr. Roytype help us select the proper 
ribbon for our needs. . . and bring a free sample of new Creamee 
Hand Cleaner. 





COMPANY: 





ADDRESS: 
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THE OLD FARMER’S 1961 ALMANAC. Robert 
B. Thomas. Yankee, Inc. Dublin, N. H. 35 


cents. 





What better way to start the New Year? 
A peek into the past through the format 
and illustrations in America’s oldest 
continually published periodical. Not 
merely for reminiscing, this famous 
booklet is useful for predicting the 
weather, offers planting tables, tells 
fishermen what days to get their worms 
ready. Its absorbing charm is further 
displayed in the variety of anecdotes, 
puzzles, historical accounts. A quaint 
addition to everyone’s reading list. 


A SENSE OF VALUES. Sloan Wilson. Harper 
and Brothers. New York, N. Y. $4.95. 


What makes a seemingly perfect mar- 
riage between two well-matched per- 
sons fail. when it had everything to 
make it thrive? Nathan and Amy Bond 
wonder as they relieve their despair in 
a divorce. While it pends, Nathan men- 
tally relives his life, contrasting his great 
successes during the war and afterward 
as a famous cartoonist, with the absence 
of any pattern of a personal sense of 
values. Fluidly written, the story moves 

« easily from scene to scene to make an 
entertaining novel. 


ENTERTAINING? (Hostess record and gour- 
met recipe book.) Yankee Pedlar of Dover, 
Box 266. Dover, Mass. $1.50. 


Every girl needs this one—sixty-four 
pages of out-of-this-world recipes for 
hors d oeuvres. luncheons, dinners, after- 
theater get-togethers. Make sherried 
crab soup. ginger ale salad, seafood 
dunk and other unique enticements. 
Sections are interleaved with pages for 
party records (date, kind of party, guest 
list, etc.). Includes tips on food plan- 
ning for twenty-five people. 


GOLDEN RULES FOR BETTER DRIVING. In- 
ternational Parts Corp., 4101 W. 42 PL, 


Chicago 32, Ill. Free. 


What do different shaped traffic signs 
mean? What do you do if you have an 
accident? your car engine fails? an on- 
coming car heads straight at you? your 
fan belt breaks? Answers to these and 
other problems of the road are to be 
found in this golden rules booklet de- 
signed to decrease the accident rate. 
Why not improve your “driver quality.” 


FILING FACTS. Coleman R. Chamberlin, Cel- 
U-Dex Corp., New Windsor, Newburgh, 
N. ¥. $2.50. 


How to maintain office filing efficiency 
is simply stated in this idea-a-minute 
book. Full of time, work and cost sav- 
ing ideas. Tips are easily understood 
and quickly applied. Equally helpful 
application for basic filing needs at the 
business office, factory, store, profes- 
sional office or the home. 
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Q. What is the rule on filing data con- 
cerning a firm whose name includes the 
complete name of an individual; for ex- 
ample, the “J & M Brown Company”? 


A. According to Rule Six in Progres- 
sive Filing by Kahn and Yerian, the 
name “J. & M. Brown Company” should 
be filed alphabetically under B. The 
name should be indexed as “Brown, J. & 
M., Company.” Brown should be consid- 
ered the first unit, J the second unit, M 
the third unit and Company the fourth 
unit. The “and” sign is disregarded. 

Rule Six reads: “When the firm or in- 
stitution name includes the complete 
name of an individual, the units are 
transposed for indexing in the same man- 
ner as the name of an individual.” 


Q. When using a first name in the saluta- 
tion of a business letter (Dear Bob, for ex- 
ample), may any punctuation other than a 
colon be used? 


A. In business letters, the standard 
punctuation following a salutation is a 
colon, even when the first name is used. 
In social correspondence, it’s customary 
to use a comma. 
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Q. When addressing a letter to the atten- 
tion of a woman in a company, should the 
salutation “Gentlemen” be used, or is it 
permissible to say “Dear Madam” or “Dear 
Mrs. Jones” ? 

Also, if the letter is directed to the atten- 
tion of John Smith, should the salutation 
read “Dear Mr. Smith” ? 


1. The inclusion of an attention line 
does not change the salutation. The letter 
is addressed to the company; therefore, 
the salutation must be “Gentlemen.” The 
purpose of the attention line is simply to 
speed the letter to the person who will 
handle it. 
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Q. Is it proper to address letters coming 
to New York City thus: “New York City 
28,” not including “N. Y.” for the state? 


A. The correct form for the address 
you mention is “New York 28, N. Y.” 
The word City is not part of the official 
name of the city and should not be used 
in addresses. 





Q. Will you please punctuate the follow- 
ing and give the reason for the punctuation: 

I feel I should make the trip even though 
my family objects. 


A. In your sentence, the clause, even 
though my family objects, is nonrestric- 
tive. It could be dropped without chang- 
ing the meaning of the sentence. It simply 
adds a thought. 

When a _ nonrestrictive subordinate 
clause follows a main clause, the sub- 
ordinate clause should be set off by a 
comma. Your sentence, therefore, re- 
quires a comma after (rip. 

It will help you to remember that 
clauses introduced by though and _ al- 
though are always nonrestrictive. 


Q. In the following sentence, should the 
verb and the predicate complement be 
singular or plural? 

“The U. S. Bureau of Mines (is, are) 
recognized (authority, authorities) in sub- 
surface mine construction operations.” 


A. The subject, the U. S. Bureau of 
mines, is a group thought of as acting as 
a unit and therefore requires a singular 
verb. Your sentence would then read 
thus: “The U. S. Bureau of Mines is a 
recognized authority in...” 

To give a plural meaning, the sentence 
would have to read somewhat as follows: 
“The technical experts who head the 
U. S. Bureau of Mines are recognized 
authorities in...” 


(Continued on page 63) 


FREE - the most 


valuable work-saving tool 
a secretary can own! 


Shows you how to 
speed through every 
secretarial task with 

EASE & EFFICIENCY! 





Simply mail coupon below to get your FREE 
copy of this 201-page gift volume. It gives 
you hundreds of useful tips that speed you 
through your work—and help guide you to 
the top of the secretarial ladder! 


It contains everything you will ever need to 
know—from personal tips on appearance— 
to actual work-saving aids for handling your 
job more efficiently, “THE EXECUTIVE 
SECRETARY” is virtually a complete secre- 
tarial course, overflowing with good ideas 
that show you how to become a top-notch 
executive secretary! 


Best of all, this invaluable work-saving aid— 
the entire 201-page volume—is now yours— 
absolutely FREE—with an introductory sub- 
scription to P.S. for Private Secretaries .. . 
the new, high-level secretarial service that 
offers the practical guidance you must have to 
become more successful. You'll wonder how 
you ever got along without it! Edited by a 
staff of expert secretaries—all top profession- 
als—each issue of P.S, brings you such im- 
portant ideas as: 


*® writing letters and handling correspond- 
ence by yourself 


© 18 tips that reduce filing time 
*® glamorizing the office at little cost 
® speeding up routine tasks 


© 10 valuable ways to cut down duplico- 
tion and waste in reports 


® how to route incoming mail more effec- 
tively 


PLUS special removable feature, ‘Secretarial 
Clinic’’, to file as handy references. 


And P.S. as a professional service for secre- 
taries is COMPLETELY TAX DEDUCT. 
IBLE! You can deduct its full cost from 


y 
re 


our yearly tax bill. It comes to you twice 
ach month (24 informative issues a year) 


at a cost of only $1.25 per month. Mail the 
coupon now and I'll send you the very next 
issue the moment it is off the press, You will 
also receive a FREE GIFT copy of “THE 
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=XECUTIVE SECRETARY.’ 
—— 5 
National Foremen’s Institute | 
Dept. 5886-B1 | 
New London, Connecticut | 
Please start my introductory 1 year's subscription | 
to P.S. right away—and send me my free copy of | 

THE EXECUTIVE SECRETARY." I under- 

stand that the cost is $1.25 per month, to be | 
billed 15 days after first issue is sent. | 
C) Bill me C) Bill my employer ; 
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Firm. . | 
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They get the best jobs—in foreign countries, in the United 
Nations, in Congress, in the new science fields—and the 
reason for it is simple. Stenograph girls are amazingly fast 
and accurate shorthand takers because the Stenograph 
shorthand machine helps them as their typewriter does. 

tenograph is easier to learn and proficiency is attained 
amazingly quickly. If you would welcome an exciting new 
job, more money—start now by filling out this coupon. 
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STENOGRAPHIC MACHINES, INC. S-261 
8040 North Ridgeway Ave., Skokie, Ill. 


Please send me full information on Stenograph 
—modern machine method shorthand. 


name 





present position 





school name 





address 





city zone state 
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BETTER MOISTENER. 
stamps, labels, envelopes 


Quickly 

and fingers when 
filing. Smartly, colorfully styled. Convenient 
brush apparatus on handsome block. Prices: 
$3.95 and $4.50. For color folder write: 
E. W. Pike & Co., Inc., Dept. TS, 577 Penn- 
sylvania Ave., Elizabeth, N. J. 


moitstens 


HER ROYAL HIGHNESS SECRETARIAL KIT is designed to make office 


life more pleasant, typing easier. V 
type cleaner, platen restorer, nyl 


ariety of items includes plastic 
m type cleaning and dusting 


brushes, hand cleaning lotion and aerosol spray for freshening office 


air. 
Royal McBee Corp., Box 311, Dept. 


Stop fumbling through files for important 
letters, documents, reports. The all-metal 
SNIP SNAP file index tab saves fingernails 
from abuse: saves time, too, because each 
tab is angled to make reading easier. Tabs 
are self-punching and self-locking. From 
Stationery Division, Stirrup Metal Products 
Corp., Dept. TS, 215 Emmet St., Newark 
5, N. J. 


FOLDALIGNED PAYROLL Record F¢ 
form system, cuts the preparation o 


At $4.95 from Royal distributors, or write Roytype Division, 


TS, Port Chester, N. Y. 
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xm p 113, a quarterly payroll 
f payrolls down to the startling 


time of three minutes per employee; is fast, accurate and complete. 


The form is in five parts, with carbon interleaves. Is a snap-out set: 


uses the “single-write” method. 
Forms Co., Dept. TS, 419 Broome S 





Hundreds of springy air 
TYPEWRITER PAD’S fatigue- 


causing noise and serve as shock absorbers 


pockets in this 
base deaden 
to prolong a typewriter’s life. Pad consists 
of a Ys-inch corrugated rubber top joined to 
a ¥s-inch spronge rubber base. Slip proof. 
Available from Ace Lite Step Co., Dept. TS, 
1708 S. State St.. Chicago 16, IIL. 
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from Foldaligned 


t., New York 13, N. Y. 


THE DESTROYIT, with one push button op- 
eration, turns up to eight sheets of bond 
paper into tiny, thin shreds. Essential where- 
ever records of importance become obsolete 
and must be thrown away. Complete with 
movable cabinet and removable waste bin. 
From Michael Lith Sales Corp., Dept. TS, 
145 W. 45th St., New York 36, N. Y. 
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AMAZING 


GRAYPOINT ERASER NO. 365 


There’s nothing like a Gray- 
point to soothe a rising temper, 
to smooth away annoying errors! 


Wood-cased Graypoint Erasers are 
made like a pencil. Comfortable 
and convenient to hold, like a pen- 
cil. Sharpen in a pencil sharpener 
or with a knife, like a pencil-—to a 
point that picks out typing errors 
cleanest, fastest. Hexagonal, like a 
pencil, a Graypoint won't roll off 
your desk. 


Graypoint’s luxury gray rubber 
erases letters and words so easily 
you can’t believe it until you've 
tried it. And likely the man you 
type for will never notice the 
erasure. Try a Weldon Roberts 
Graypoint Eraser today for a real 
erasing thrill! Ask your office man- 
ager or see your stationer. 


Quality Made By 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


— AN Tat 
Enanaus 


Correct Mistakes in Any Language 
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| Case and Frame. 1 
@ “Shadowbox” Friendship Photos, from one 1 
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The Human Side 





J M., a capable secretary, complains 

that while her boss is a wonderful man 
in every other respect, he does not like 
women. He constantly points out that, 
with few exceptions, females in any field 
never reach the high standards made by 
men. 

Jane has replied to his harangues 
by mentioning women of outstanding 
achievement, such as Madame Curie. For 
every example she brings up, however, he 
can list a dozen men who have made 
greater contributions to the same field. 

The working relationship between Jane 
and her boss runs smoothly, but this 
harping on his pet subject puts her on 
the defensive and is beginning to wear 
her down. 

“After seven years of this bombard- 
ment,” she asks, “what can I say to make 
him stop? Incidentally, his wife is quite 
successful in her field—psychology.” 


Solvi e Proble 
Solving the Problem 


It must be annoying for Jane to feel 
that she continually must rise to the 
defense of her sex. Few men are out- 
right women haters, and most business- 
men are willing to recognize achieve- 
ments made by women. However, there 
is still some reluctance to give full credit 
to the weaker sex. Career women are 
hampered in certain quarters by preju- 
dice stemming from the tradition of male 
superiority. This attitude is apparent 
when a boss refuses to delegate respon- 
sibility to his secretary, when he won't 
let her use her initiative, or when a man 
won't deal with a secretary but insists on 
talking to the executive himself. The ex- 
amples are endless. 

While most cases are not as extreme 
as that of Jane’s boss, other secretaries 
have similar difficulties. The girls can 


take heart by remembering that there are 
few fields where woman have not made 
inroads, even in traditionally male in- 
dustries such as steel and railroads. In 
the professions, one out of every 34 law- 
yers and one out of every 16 doctors is 
a woman. Of all engineers, one per cent 
are women. 

Further evidence of feminine progress 
is the publication, Who's Who of Amer- 
ican Women. This reference book con- 
tains biographies of 20,000 women prom- 
inent in the business and professional 
world and in the arts. In the compara- 
tively short time since the doors of com- 
merce opened to them, women have made 
great strides. 

So, Jane has ammunition for her side 
of the argument. However, in her situ- 
ation and others like it, an old axiom 
may pinpoint the best strategy for evad- 
ing battles: “If you can’t beat them, 
join them.” Why? For one 
people who have pet theories 


reason, 
Jane’s 
boss, for example—never overlook an 





opportunity to air them. Arguing the 
other side of the case merely prolongs 
the discussion. When a person has such 
a strong conviction, no amount of talk 
or “proof” is likely to change his 
opinion. Instead, the die-hard will be 
forced to come back with bigger and 
better arguments to support his view. 

As in most human relations problems 
concerning a boss and his secretary, it 
is up to the secretary to effect a solution. 
For the success of their partnership, it is 
much more important for her to adapt 
to him than for her to win an argument 
that hinges on personal opinion. 

About the only way Jane can halt her 
boss’s bombardment on this subject is to 
stop arguing with him. Evidently, he will 

(Continued on page 57) 
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Suzy Secretary says, 


and hard to read. | 


Easy-to-read records made on IC Instant Copy Paper 


“| fell in love with IC paper because 
copies stay clean and sharp. They don’t get dark and muddy 
see better with IC.” 





are virtually fade-proof. 





It makes copies fast 


Run IC paper through your Thermo-fax machine and 
you will get... 


9 long-lasting copies (virtually fade-proof) 
° sharp copies (no smear or blur) 
© durable copies (won't get brittle) 


Secause IC Instant Copy Paper is completely wax-free, your 
chine belt stays clean. You save on maintenance costs. 
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Available in white and colors through quality office supply 
dealers in major cities. 


For more good news about this revolutionary new copy 

paper, attach this coupon to your letterhead and send 

to: Dept. TS-261, INTERCHEMICAL Corporation, 

Copying Products Division, 417 E. 7th Street, 
Cincinnati 1, Ohio. 


NAME 
COMPANY Sstbaichinshel 


ADDRESS 
[_] Please send further information. 
[| | would like a demonstration of IC Instant Copy Paper. 
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RECOGNIZE THIS SIGNATURE? It belonged to Ts’ai Lun, the inventor 
of paper, 105 A. D. 


Many signatures can’t be recognized, due to handwriting habits, and sometimes due to the 
pen and ink used .. . but oftentimes it’s because of the paper. 


Modern business and office procedures demand clarity and neat appearance of paper work. 
PLOVER BOnpD, the visibly better letterhead paper, is a white, bright, strong paper rigidly 
controlled during processing to top quality standards. Selected raw materials are combined 
with the purest papermaking water in the world to form PLOVER BOND. 


Business letters demand professional typing; professional typing deserves better paper. It’s 
this combination that enhances the corporate message, adds authority to the signature. 
PLOVER Bonb. Visibly better. 


PAPER COMPANY, STEVENS POINT, WISCONSIN 





wi 
WHITING- \ 
SULLY 
Y 


better papers are made with cotton fiber 


- TODAY’S SECRETARY 











ilots 
o Friday 


BY PEGGY PENNEY 











_ 


@ When the ordinary boss is “up in the air” it usually means he’s defi- 
nitely disturbed about something. When Beverly Cassel’s bosses are up in 
the air it’s just part of their job. For Beverly is secretary, administrative 
assistant and Girl Friday to the “Thunderbirds,” official precision aerobatic 
team of the United States Air Force, and her bosses spend a great deal of 
their time in the air—in F-100 Super Sabrejet aircraft. 

Bev’s job is unique. “There’s only one Thunderbird team and they have 
only one secretary,” she says with pardonable pride and a twinkle in her 
dark eyes. 

“There’s a lot more to the job than simple dictation, typing, filing and 
answering the telephone,” her boss adds. (He’s Captain Ronald H. Everett, 
Thunderbird information officer.) “Beverly is more of an administrative 
assistant than a secretary. She’s in charge of the Information activity 
when I’m away with the team.” 

The day begins early for Beverly—at seven a.m. to be exact. It may en- 
compass anything from talking with high-ranking Air Force people at the 
Pentagon (the Thunderbirds are under direct control of Headquarters, 
United States Air Force in Washington), to serving coffee to a VIP such as 
Pilot Officer Chanin Chandrubeksa of the Thailand Royal Air Force, to do- 


_ . ing some typing for Major Robert Fitzgerald, Thunderbird leader. 


- But her main efforts are devoted to the Information Office of the 
Thunderbirds. There, among other things, she arranges show schedules. 
“It takes a lot of correspondence to set up a show for the team. Each show 
is different. There are a dozen details to remember and every one of them 
is important to the success of the Thunderbirds’ appearance.” 
One of these “details” is a request to the host base to provide six 50- 


gallon drums of a certain type of oil. This is used to make the white smoke 


contrails that add impressiveness to the team’s aerial maneuvers. 

“One day,” Beverly recalls, “we received a letter from a second lieu- 
tenant explaining that his base had the oil but only in quart cans. Captain 
Everett told me to tell him, ‘Sorry, dad, you'll have to get out the can 
opener. We'll be there in a week.’ ” 

Naturally, the answer had to be written in far more diplomatic language 


to explain that, owing to space limitations in their cargo aircraft, it was 


necessary to ask the base hosting the show to provide the drums of oil. . 

“I had a wastebasket filled with drafts of that letter,” Bev laughs. “I 
kept picturing some poor little airman opening cans of oil and dumping 
_ them into 50-gallon drums—quart by quart.” 
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Some letters are harder to decipher than they are to answer. In Janu- 3 


‘ Pie, 1954, the Thun deibtids made a gigantic good-will tour of Central and - 





South America. More than three million persons, some of them viewing a 
jet airplane for the first time, watched the team perform their aerial acro- 
batics in eleven different countries. In March, 1958, the team returned to 
the west coast of South America for additional performances. 

As a result of these tours, they still receive numerous letters from chil- 
dren—all written in painfully precise Spanish. “I can make out most of 
the requests for photos of the team, but when they are obviously saying 
‘thank you’ for the photos we sent them and then go on to ask for some- 
thing else, I’m stuck. I should have taken Spanish in college instead of: 
French.” . 

“College” for Beverly was Wisconsin State. She was one of the first stu- 
dents to graduate with a Language Arts degree—English, library science, 
journalism and speech, with minors in French and psychology. 

She arrived in San Diego, California, in the summer of 1952 wath -s a 
vision of streets lined with employers all eagerly seeking her services as a 
college graduate. What she found instead were streets lined with college 
graduates—all looking for work. When she discovered that in order to 
teach in California she would need additional credits, she decided against 
it. Filled with pleasant memories of a previous San Diego vacation, she was 
determined not to spend her evenings going to school. 

Beverly had only the shorthand and typing courses she’d taken in high 
} school to back up her search for work. (She'd kept her shorthand speed by 
>): taking notes in college lectures.) She finally found a job as legal secre- 
et tary trainee. Take-home pay: $28 per week! 

. & “I shared a $65-a-month apartment with my aunt, put another $10 to- 
: ward the grocery bill, and if you think I wore nylons to work, you're crazy. 
| __ They just weren’t in the budget.” 
} A few months of this and Beverly, in spite of the future promise of the 
job, was ready for greener pastures. A friend suggested she take the 
Federal Civil Service Examination for clerk-steno, “I borrowed a type- 
writer from the office, lugged it six blocks to the Post Office ny and 
took the test.” 
_ She passed and shortly aterenid took a job with the Vetwrilia’ Ad- 
ministration. “It wet ee ee ge eee 
_ pressed with my college degree.” 
She began in the steno pool typing medial dictation, Tata’ hi 
_ were also to include work in the pharmacy, where she typed labels, ¢ 
pills and washed bottles. Just as she was being groomed for a jc 

_ tary to the Chief Medical Officer, pony ees cel 8 
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PART 


: IN “Here today and gone 


tomorrow may be money’s theme song, 
but for the secretary trapped by the 
Treasury, “Here today and gone the day- 
before-yesterday” may seem more appro- 
priate. Whether it’s pounds or pennies, 
dinars or dollars, a large part of her 
weekly wages have flown the financial 
coop quicker than she can say taxation. 

Yet so accustomed has the average 
citizen become to this that few questions 
are raised as to why and where the 
money is going. Admittedly, once a year 
cries and lamentations echo across the 
land as a weary population struggles 
with income statements. For the other 
364 days, however, taxes—and more 
taxes—seem as inevitable as death and as 
American as apple pie. With the excep- 
tion of electioneering politicians, this 
image remains almost unchallenged. 

It may be incomprehensible to a gen- 
eration that has come of taxable age in 
an era of withholding statements and 
welfare schemes, but there was a time in 
the United States when a government 
levy on individual incomes would have 
been as thinkable as Khrushchev resid- 
ing in the White House. The bulk of 
George Washington’s seven million dol- 
lar budget came from a customs tax. 

With progress came progressive taxa- 
tion—that is, the larger the taxable in- 
come, the larger the Government’s share. 
Nor was that all. Contributing to the 
confusion (and to the national coffers), 
various taxes were hidden in the pur- 
chase price of different consumer goods. 
These indirect levies increased the diff- 
culties of each individual in estimating 
his real income, and therefore, his just- 
as-real tax burden. Add to this a corpo- 
rate profit tax, indirect business taxes 
and social security and the confusion was 
compounded. 

In all fairness to Uncle Sam, how- 
ever, it must be admitted that most peo- 
ple 





Einsteins excepted—are also con- 
fused as to the extent of public services 
provided by the government. For exam- 
ple, milk is uncontaminated because 
revenue is spent to enforce health stand- 
ards. Moreover, by putting money into 
circulation for this, the government has 


20 


created services that add to real income. 

All this, however, did not emerge 
overnight. During the Civil War, an in- 
come tax was levied as a crisis measure, 
but in 1894 an attempt to make such 
taxation permanent was voided by the 
Supreme Court. It was not until 1913, 
with the adoption of the sixteenth 
amendment, that personal income taxes 
were rendered constitutionally accepta- 
ble to the Court and to Congress— 
though perhaps not to the citizens as a 





BY KATHY LARKIN 


whole, at least not as the years passed 
and the mathematics mushroomed. 

With the coming of World War II, tax- 
ation was put on a withholding basis and 
the income (and expenditures) of the 
country soared to astronomical heights 
matched only by those at Cape Canaveral. 

Every citizen or resident of the United 
States who earns $600 or more a year 
must file a return for the past twelve 
months and, often, a declaration of esti- 
mated income for the next. Age is no 
alibi, since the law applies to minors as 
well as those over 65 (if the latter earn 
$1,200 or more)—but matrimony has 
apparently melted the hard economists 
in Washington. Married couples may 
file a joint return, which usually results 
in a lowered tax rate. 

The single secretary has no such help 





in eluding her tax troubles. Should she 
earn $80 a week by ministering to her 
boss and pounding on a_ typewriter, 
$14.60 of that amount will wend its way 
into the United States Treasury. Claim- 
ing the $600 exemption allowed her will 
only reduce her contribution to $12.30. 
With a salary amounting to $4,500 a 
year, one-fourth of her time will be spent 
working for the government. 

She does have some means of saving 
herself and her wages. Gifts received 


The 
Government 
and YOUR money 


are tax free for her but not necessarily 
for the donor. She may deduct certain 
taxes, interest, business and professional 
payments, medical expenses and contri- 
butions to religious or charitable organi- 
zations. For the secretary who is both 
male and once married, there is still an- 
other compensation—alimony payments 
are deductible. 

Such is the tax schedule—initiated to 
finance expenditures and new schemes 
proposed by Congress, by the Adminis- 
tration and by certain tax-paying groups. 
How are these things decided? First on 
a legislative level: 

Before tax proposals can pass into law 
—and the secretary's pocketbook—they 
must meet certain basic questions, usual- 
ly put by Congress. 

@ Will revenue be increased or de- 
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creased as a result of this new tax? 


@ Will tax fairness, a just distribution 
of the burden, be achieved? 

@ Will a high level of employment be 
helped or hindered? 

@ Will industry be encouraged? 

@ Will the distribution of wealth be 
improved? 

@ Will socially desirable activity be 
promoted? 

@ Can this be administered totally and 
in a uniform manner? 

@ Will it ease or complicate the tax- 
payers ability to comply with the tax 
laws? 

® Will the people be able to see where 
the money is going, get something con- 
crete for their dollars? 

@ Will it add to or detract from the 
rights and financial independence of the 
states? 

Perhaps the greatest single feature in 
whither — the 


determining secretary s 


salary goes is the Federal Budget. This 
is a compilation of debts, expenditures 
and proposals for the coming fiscal year, 
presented by the President to Congress 
within fifteen days of the opening of a 
recular session. 

Here again, times—and taxes—have 
changed somewhat. Under Washington, 
the first Federal budget was written on a 
single sheet of paper. The latest, under 
the administration of President Eisen- 
hower, covers over a thousand pages of 
text and includes some items, such as 
rockets, that might well have caused the 
Father of Our Country to mutter darkly 
beneath his wig. 

Since those early days, an entirely 
new and complex budget machinery has 
evolved. Originally, the Secretary of the 


lreasury was “to prepare and estimate 
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reports of the public revenue and expen- 
ditures.” This was supervised by the 
President to a certain extent, then gradu- 
ally, deciding that finance was not their 
forte, Washington’s successors left the 
addition and subtraction to local depart- 
ment heads who reported directly to 
Congress. 

By 1921, the presidential holiday from 
homework was over. It was time for him 
to do his alloted share of arithmetic 
again. The system was changed to induce 
better management and economy and to 
strengthen the President himself as an 
administrator by giving him the prover- 
bial purse strings. Later. a Bureau of the 
Budget (with a director appointed by 
the President and not subject to Con- 
gressional approval) was created to aid 
in reviewing expenses and submitting 
recommendations. 

The final decision, however, is the 
President's. He must consider appropria- 
tions and objectives offered by the vari- 
ous agencies. He must examine ex- 
penses, initiate economy measures. He 
must pass on funds for foreign aid, edu- 
cation, welfare and defense. Finally, he 
must find a program that meets the gov- 
ernment policy of taxation and resources 
while achieving necessary goals. No 
other administrative official can submit 
appropriations contrary to his, unless 
Congress specifically requests it. 

Although he has power, the President 
is also limited. He cannot judge the 
needs of either the legislative or judicial 
branches of government but can only 
submit factual data on their operations. 
Above all, once he has his program set, 
his problem remains: he must convince 
Congress. 

Generally, this can be done with a 
minimum of oratory and objections from 
Senators and Representatives. In fact, 
they may disagree only by appropriating 
more money than requested (the trend 
in recent years when a conservative pres- 
ident has faced a Democratic Congress). 
When this happens, the President can 
impound the extras—a procedure that 
still does nothing to endear taxes to those 
forced to fork over the funds unless he 
can also utilize the money to achieve 
savings. 

Money that is earmarked for use is 
turned over to the several agencies or 
states, and is then spent and supervised 
on a local level. Since most of these 
organizations (like the rest of us) always 
want more than they can get, the prob- 
lem of excess dollars rarely arises here. 
Usually, they seek more money to sup- 
ply deficiencies or a transfer of funds 


from one goal to another—all of which 





requires definite presidential approval. 

Whatever the age and complexities, 
however, the final goal is one familiar to 
every housewife—a balanced budget. 
And in a situation that should be just 
as familiar, it is seldom achieved. The 
last Eisenhower budget has been 
scheduled for this summit of financial 
wizardry, but the final figures are not yet 
available. 

But numbers and results are in on 
Government revenues and expenditures 
for 1959, showing where the wages went 

-in billions of dollars. For example. 
the Army, Navy and Air Force received 
a substantial sum, which included space 
exploration with everything from satel- 
lites to supersonic planes. It was broken 


down this way: 


Army $10.248,000,000 
Navy $11.720,000,000 
Air Force $19,083.300,000 
Interest on 

Public Debt $ 7.593.000.000 


Other 

Including 
$32.017.000.000 
$80.697 000,000 


Foreign Aid 
Expenditures 
Net Receipts 

Social Sec. 

& Refunds 

Deficit 


$68.270.000.000 
$12.427.000.000 


This last represents money spent on 
Government credit. but not in the Gov- 
ernment’s clutches. 

Volumes of words could be recorded 
in volumes of literature on each one of 
Uncle Sam's monetary maneuvers. To 
choose just one, however, there is foreign 
aid——a fairly recent device for utilizing 
the dollars paid by the average secretary 
and her sisters-in-business. In the years 
from 1945 to 1959, over $72.1 billion 
has been allocated for foreign aid, cour- 
tesy of the American taxpayer... a 
staggering schedule to out-give any give- 
away program ever devised. 

Has it been wasted or well used? 

Methods and opinions have varied. 
There was, for example, the Marshall 
Plan under President Truman. Designed 
to rebuild our wartime allies and contain 
communism, this, on the whole, sue- 
ceeded—so well, in fact, that the coun- 
tries helped are now in better condition 
than they were before the war. 

In 1949 the “Point Four program sup- 
plied teams and technicians to help 
countries help themselves. Later organi- 
zations were the World Bank and _ the 
Import-Export Bank, both of which ex- 
tend loans for “sure-thing” development 


projects and (Continued on page 51) 
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@ When three Chicago girls discovered that they had 
a common complaint—bulging closets, but “nothing 
to wear’—they decided to do something about it. 
Each of the girls—Betty Reideman, Betty Hoff and 
June Ashton—invited two friends to clean out their 
closets and come to a Good Riddance party. They esti- 
mated that with nine girls and all their unused dresses, 
hats and accessories, there would be plenty of buying, 
selling and Yankee trading—and there was. 


off with the old 


The guests arrived at the party with boxes, suit- 


cases and hampers full of clothes. Among other things, text and photos by 
there was a mink collar. several cocktail dresses, a hat DOROTHY REED 


from Paris and a stole from Mexico. 

Even the oldest clothes took on a new look . . . as the 
group oohed and aahed over each other's discards. Then 
the excitement began. 

The dresses were priced and tagged by their owners 


and hung along a shower rack. Smaller accessories 

















were displayed in the bedroom. After everyone had a 
good look at all the sales items, the hostesses took turns 
as auctioneers. Any remaining clothing was donated 
to a thrift shop. 

After refreshments there was a grab bag. The prizes: 
costume jewelry in gay gift wrappings. 

The whole idea proved to be a great success, and 
someone summed it up in these words: “One girl's 


white elephant can be another girl’s treasure.” 


Hostess Betty Reideman welcomes a 
proper-spirited guest. 








Something to eat and drink .. . a pile of pretty gifts . 


and lots of talk about the next party 


bo 
Lo 


TODAY’S SECRETARY 








on with the ,;new 

















New skirt anyone? Each guest ponders 
the wisdom of adding it to her wardrobe. 
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Everything from a tailored cotton 
blouse to an elegant evening wrap 
is up for sale. 


What girl doesn’t need a new hat 
especially when it sells at a frac 


tion of its original prices 











1 shower racks serves as the ideal display 
piece for an array of almost-new clothes. 


Vothing like a pretty bracelet to add a 
touch of dash. Betty 
acquisition. 


admires Gerry's 


w 
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@ The “scare ’em and sell ’em” technique is a tradi- 
tional if blatant advertising method seldom employed 
in these days of soft sell. Yet, in recent months, a 
national woman’s magazine ran a page ad by one of 
our larger insurance companies that conveyed a “fright” 
message with astonishingly broad implications for the 
working wife and mother. Superficially, the ad was 
subtle . . . its impact unapparent 
at first, like an expert going over 
with a club. 

Two pictures occupied most of 
the page. On the left, sombrely 
lighted, a woman, with her back 
to the camera, leans over an add- 
ing machine. The hands of the 
clock above her point to 6:42. 
On the right, in a sunny patio, 


another woman is busily clipping her rambler roses. 
The caption: “One woman went to work .. . the other 
was provided for. 
difference.” 





insurance makes the 


The copy goes on to say that once these women were 
neighbors. Now, one has moved into town to be near her 
job and save money. The other woman has remained 
in her own home, has time for garden, house and chil- 
dren and spends her winters in Florida. 

Perhaps insurance does make a difference, but we 
cant help wondering if the husband of our protected 
lady ever had any Florida vacations. More to the point 
is the resentment we felt at the assumption that a woman 
who works is to be pitied. Yet, by the time we'd sim- 
mered down to a rolling boil, we had to admit that 
this treacherous piece of copy merely reflected a major 
portion of public opinion. It is this opinion, based on 
vast sources of social inertia, class prejudice and con- 
sequent political neglect that sizes up the working wife 
as something between a necessary evil and a victim of 
necessity. It is this sort of public opinion that must be 
re-educated in the next ten years if 30 million women... 
(that’s the figure for 1970) . . . are going to be first- 
class working citizens. Up until now, and probably for 
some time to come, each working wife has had to face 
it alone. 

A good many women are doing so successfully, but a 
great many more would benefit from thoughtful pro- 
fessional help. The woman with a full-time job at home 
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and in the office carries a heavy enough load, even if 
her reasons for working are honest and mature. If she’s 
also carrying around a little bundle of misgiving, guilt, 
self-doubt, resentment and bitterness, her load’s that 
much heavier. 

But, you may. well say, every woman is subject to 
troubi: and worries. Why single out the working wife 
as being in need of special services? Isn’t the wife who 
stays at home in her “split-level trap” just as entitled to 
attention? Most certainly so, but as the outside job is 
increasingly the dream of many stay-at-home housewives 
and as actual work enters the lives of so many more 
women, we suggest that the time for pussyfooting is 
over. Granted that each individual working wife has 
a unique home situation, unique personal problems, 
unique plans for her future. At the same time, she is 
part of a special group. It seems to us that it is only 
through group action and initiative that she can make 
her changing life mean progress rather than simply 
change. 

Everyone was caught napping when the exodus from 
the hearthside began . . . from 
husbands to bosses to private and 
public social agencies. And since 
many are still asleep, it’s going 
to be up to the working wife 
to promote her own rights and 
needs. So it seems to us not at 
all unrealistic to suggest that 
since working wives share enough 
common problems, they form an 
association for their mutual help. After all, if the piped 
buttonhole manufacturers can band themselves together 
to uphold whatever it is that piped buttonhole manu- 
facturers hold dear, certainly working wives might con- 
sider subduing their individuality long enough to ad- 
vance a few vital causes for themselves. 

We’re not trying to be facetious in making this sug- 
gestion, nor are we advocating a club in the grand 
style of ceremonial hoop-de-do, by-laws and madam 
presidents. All we wish to offer is the fact that there 
is a good deal of work to be done, and very few inter- 
ested in doing it, unless it be the working wife herself. 

For example, if we belonged to a working wives asso- 
ciation, we'd feel a strong responsibility toward other 
wives in the community who, for one reason or another, 
wished to return to work for the first time. A seminar 
meeting based on personal experience would be invalu- 
able in giving these other women a true picture of the 
working wife’s feelings—better than any magazine arti- 
cle or guest speaker. If need be, we'd hold a series of 
job conferences where a full analysis of the joys and 
problems of work could be presented. We'd try to pro- 
vide information on part-time and temporary work as 
well as on full time occupation. And while we presented 
our material, we’d be sure to listen to it ourselves. Per- 
haps the pressures that sent us into full-time work have 
relaxed. Perhaps we might benefit from a little more 
flexibility for the next few years. Perhaps, with a little 


budgeting, it can be done. (Continued on page 58) 
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@ The pale blue, folded business card 


modestly proclaimed in white script, 
“Sincerely Yours, Mary Vincent,” while 
a discreet line of type indicated an 
address and telephone number in Wash- 
ington, D.C. Flipping it open, we noted 
that Mary Vincent specializes in Con- 
fidential Secretarial Services (including 
photocopy, multilith, mimeograph and 
notary public) and Personalized Tele- 
(with 


individual needs, Monday through Satur- 


phone Answering hours to suit 
day: use of telephone number. address 
and mailing service). 

Looking across the desk at the dimin- 


utive package of secretarial dynamite 


named Mary Vincent, we wondered 
aloud, “How did you ever start this 
tall order?” 

“Sincerely Yours Secretarial Service 


didn’t spring full-blown from my mind, 
if that’s what you mean,” she assured us. 
Less 


government 


“It was more like Topsy. than 


three years ago, I was a 
secretary at the Engineer Research and 
Development Laboratories in Fort Bel- 
voir, Virginia. It was an interesting job, 
but I’ve always had a lot of drive—even 
though I was born and raised in the 
leisurely South—and a girl can always 
use extra money. So I typed up cards 


announcing my services as a typist of 
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term papers and theses and sent them 
to all the colleges and universities in 
and near Washington. For a month, I 
spent evenings and weekends pounding 
my portable and learning lots of new 
things, and then it happened . . .” 

Her voice trailed off, her eyes sparkled 
expectantly and the inevitable, “What?” 
prompted her to go on. 

“T received a call from Georgetown 
University, asking me to type a 400-page 
manuscript on stencils. I was so excited, 
I said, “Of course!’ Then came the catch. 
They needed it within six weeks. I'm 
a fast typist, but | knew I could never do 
justice to a job that size during evenings 
and weekends, nor could | keep up with 
my regular job. So I did the only thing 


final 


secondhand 


possible. I resigned, spent my 


government check on a 
standard typewriter and plunged in.” 

“Did you make the deadline?” 

“Yes, and then I was faced with the 
problem of ‘what next?’ I read of a busi- 
ness man who wanted someone to answer 
his phone, in exchange for desk space 
in his office. For the next four months 
I had a roof over my head, an office 
address and plenty of time to build up 
my clientele. It was touch-and-go for 
a while, of course, but I never actually 
When I didn't work. | 


starved. have 
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telephoned prospective clients. Things 
went so well, in fact, that | was able to 
rent my own little office, and two months 
later, in February of ‘59, I took another 
plunge.” 

Again she waited expectantly, and 
again we asked, “What?” 

“Adding a telephone answering serv- 
ice. That's when things really perked 
up, I had to hire a part-time assistant. 
and one service sold another. I acquired 
new customers almost faster than I could 
take care of them.” 

She looked around her very attractive 


office. 


typing or talking on the phone, and a 


Two young women were busy 


line of machines stood ready for any 
Mary 
wryly, “I managed not to turn any of 


task demanded of them. smiled 
them away.” 

“How do you start an answering serv- 
ice? Where do you get the equipment, 


and what about your customers . . . any- 
thing like ‘Bells Are Ringing’?” 
“Nothing like that happens here,” 


Mary assured us with a twinkle in her 
dark eyes. “We select our customers with 
great care and handle their business in 
complete confidence. I contacted the 
C & P Telephone Company and learned 
that I had to round up a required mini- 


mum number of customers, ready to sign 








on the dotted line. I also had to con- 
vince the company that I intended to 
stay in business more than six months 
or a year. After all, this is a very ex- 
pensive installation and they have to be 
pretty strict about it. I pay a monthly 
fee for the equipment and installation.” 





“Did you start with the same size 
unit you have now?” 

“Heavens, no! I began with the small- 
est, the Key Box, which handles 18 
customers. Then I progressed to the Call 
Director for 30. Our latest switchboard 
accommodates 70, so you can see how 
our service has grown in two years.” 

“Have you always had the same staff, 
Mary?” 

“No, a secretarial service is subject 
to the same ups-and-downs of employee 
tenure that any other business is. One 
thing is very important in a service like 
mine.” 

“And that is?” 

“You have to have several people will- 
ing to come in on a part-time basis 
whenever you have a heavy workload. 
Since they are paid by the hour, they 
are not a drain on the payroll when 
work is slack. I now have three full- 
time employees and quite a few part- 
timers.” 

“Three? Where is the third?” 

Mary Vincent beamed and said with 
obvious pride, “She’s over in my new 
office in the Esso building on Capitol 
Hill.” 

“When did this happen? When we 
first talked to you about doing a story 
on your secretarial service, you didn’t 
mention two offices.” 

“Well, business has boomed so that I 
decided to open up another location to 
tap the potential there. It’s already pay- 
ing off in more ways than one. Take the 
phone service, for instance. My clients 
pay to the C & P Telephone Company 
for the mileage between their offices and 
mine, and by having a second set-up in 
the Esso building, I was able to offer 
those in the Capitol Hill area a savings 
of $7 to $8 a month. And the new cus- 
tomers there have the same advantage, 
of course.” 

“How do you get your new clients, 
by the way?” 

“At first, word-of-mouth was sufficient. 
I’m in the yellow pages, too, and gradu- 
ally I’ve begun to use direct-mail adver- 
tising and telephone soliciting. Now I 
am stepping these up in order to finance 
the two offices. When I rented space in 
the Esso building, I used the cross-street 
phone directory and made up a list of 
attorneys in the area. Then I telephoned 
them and described my services and dis- 
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cussed their possible needs. It’s working 
out fine.” 

“When a customer asks for one serv- 
ice, do you try to sell him the rest of the 
package?” 

“Naturally! Most of them have one 
particular problem, and when I've solved 
that, it’s easy to carry on from there. I 
think my biggest achievement was be- 
coming Executive Secretary for the 
District of Columbia Association of In- 


held 


almost two years now. Their offices are 


surance Agents, a position I’ve 


right next door, so it's very convenient 
all around. I spend about twenty hours 
a week on their mail, including meeting 
notices and correspondence, answering 
service, editing the semimonthly bulletin 
and being available for consultation with 
any of the officers and members who need 
me. It’s been a wonderful experience 
for me.” 

“With all that special work, plus two 
offices and three employees, you'll prob- 
ably be content to keep things just about 
as they are,” we ventured. 

“Nobody can be content with things 
just as they are and keep moving at the 
same time,” Mary said firmly. “As a 
matter of fact, by the time your article 
appears in print, I may have a third 
office open.” 

“How did that happen—another ‘sell- 
ing’ job?” 

“Yes, it grew out of my doing work 
for an out-of-town client who had bought 
rights to a particular office machine from 
a large firm. He wanted to open an office 
here in Washington. | took his calls, did 
work and rented desk 
space to his salesman. Now he’s plan- 
ning to open his own office over on Wis- 
consin Avenue. Since he wanted me to 
continue to handle his secretarial work, 
and | want another oflice, | suggested 
we ‘ride tandem’ again in the new loca- 


his secretarial 


tion. This will give me complete cover- 
age of Washington. 
can hardly wait!” 

“Wonderful! What kind of competi- 
tion do you have? Surely there must be 
other secretarial services in the nation’s 
capital.” 

“Not so many as you might think. My 
big selling point is that I am the only 
person in Washington to offer complete 
office services. There are two very large 
answering services which do nothing 
else, several _ secretarial-service-only 
businesses and several temporary help 
agencies. I even send girls to our cus- 
tomers’ offices when they cannot come in 
or dictate over the phone, so you see 
there are many reasons why our business 
is unique.” 


I'm so excited, I 





“You've given us a lot of pointers for 
young women who dream of starting their 
own secretarial service, Mary, but here 
are a few more questions. Do you hire 
any specialists to help with any par- 
ticular phase of your business manage- 
ment?” 

“T have a part-time bookkeeper who 
handles all my books, takes care of my 
tax returns, my employees’ deductions 
and special benefits—all things I used 
to do myself but gradually found too time 
consuming. This is an essential invest- 
ment when your business expands, and 
worth every penny it costs.” 

“What about your advertising?” 

“So far, I've handled much of the 
copy, layout and planning myself, though 
| may get professional help later on.” 

She 
chair. 


leaned back reflectively in her 
“Naturally, opening an office re- 
quires a certain amount of money, 
plenty of nerve and a good knowledge 
of the needs of the community and your 
ability to meet them. I really wouldn't 
recommend the way I took the plunge, 
though it has worked out very well. If 
that big manuscript hadn't come my way 
so soon, | probably would have continued 
to work full-time and built up my clien- 
tele gradually. Then | would have taken 
a part-time job and expanded my free- 
lance work until I could make the 
complete switch from employee to self- 
employed. 

“That way, you can build up a finan- 
cial backlog and get your essential equip- 
ment without too much strain. One thing 
that is often overlooked, by the way, is 
the fact that once you are self-employed, 
you have to file an estimated tax return 
for the current year and pay taxes as you 
go. This can be rough at first. For an- 
other, you have to switch your hospitali- 
zation and insurance from group to indi- 
vidual rates. These are more expensive, 
and you don't have the comfort of draw- 
ing sick pay or building up a retirement 
fund to which your employer contributes 
—and enjoying many other employee 
benefits we take for granted. But if you 
anticipate these changes and prepare for 
them, you can get through the first few 
difficult months much better.” 

Another pause, and then, “I also think 
a girl starting out on her own has to be 
on her toes continually, keep her ears 
and eyes open for all sorts of opportuni- 
ties. Often your customers will lead 
you to a real find, if you tell them of 
your needs and hopes. I owe a tremend- 
ous amount to my wonderful clients.” 

“How should she set her rates for 
her work, Mary?” 


“This de- (Continued on page 56) 
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SITUATIONS | 


@ Although there’s a hopeful fifty-fifty chance that 
youll need to use no more than two names during 
various stages in your life, a few unhappy possibilities 
do lurk around the corner. 

Of course, the two “normal” names are first, the 
one you are born with and use without variance for 
approximately the first twenty years of your life and. 
second, the one bestowed upon you that hypnotically 
misty day at the altar. 

How is one’s name used in signature? Suppose 
your name is Suzanne Fermier. You are betrothed 
to Noel Conlan. After your April wedding, as he 
carries you over the threshold, he murmurs, “Hello. 
Mrs. Noel Conlan.” 

It will be pleasing to hear, but—caution. Mrs. 
Noel Conlan is only a title. No matter how devoted 
you are to your husband. your legal name remains 
the one over which you have no choice—it was lov- 
ingly bestowed by your parents when you were but a 
wee rosy bundle. Even if it’s not to your liking, you 
retain it for life and, in signatures, you merely suffix 
your spouse’s name. 

More explicitly, an unmarried woman does not 
necessarily have to indicate in her signature that she 
is a Miss—the absence of it leads the reader to as- 
sume such. If she so desires. she may place the Miss 
in parenthesis at the left of her signature to allay con- 
fusion. This is especially nice to do if her name 
seems masculine. 

Marriage makes things more complicated. A 
married woman signs her name as Suzanne F. Con- 
lan. This may be preceded by Mrs. in parenthesis or 
by her married title written in parenthesis below the 
signature. She has several choices as to her typed 
signature. 

If she wishes to be addressed by her given first 
name plus her married last name, she includes 
Mrs., but not in parenthesis, before her typed 
signature. Example: written signature. Suzanne 
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Conlan, typed signature, Mrs. Suzanne Conlan. 
If she wishes to be addressed by her maiden name 
plus her married last name, she signs Suzanne Fer- 
mier Conlan and types Mrs. Suzanne Fermier Conlan. 
Professional women frequently adopt this style. 

If she wants to be addressed by her husband’s 
Christian name or initial. which is perfectly plausible 
in a happy marriage. that preference is indicated in 
the typed signature: Suzanne Conlan (signed), Mrs. 
Noel B. Conlan (typed). 

When writing out checks, a married woman usually 
signs her name, not her title, as Suzanne Conlan. But 
in endorsing checks or signing stock certificates or 
legal documents requiring endorsement a woman 
should be careful to sign as the name appears in the 
statement. 

In wills and deeds, a married woman should sign 
her name, not her tithk——-Suzanne Conlan, not Mrs. 
Noel Conlan. In other words, in all legal matters, 
with the above exception, the woman uses her Chris- 
tian name suffixed by her husband’s last name. 

Socially, a married woman may prefer to use her 
title—on formal programs, invitations, announce- 
ments; thus, Mrs. Noel Conlan. On hotel registers 
she may sign as she wishes. 

Sadly enough, the marriage may not be so de- 
lightful after all and a divorce ensues. A divorcée 
may resume her maiden name if she desires. Or she 
may retain her husband’s surname—Mrs. Suzanne 
Conlan. In social circles, she may combine her 
maiden name and her divorced husband’s name to 
become Mrs. Fermier Conlan. However, she must 
not use her former title, Mrs. Noel Conlan. 

More unhappily still, a woman may become a 
widow. Even so, she signs her name exactly as she 
did before the death of her husband. Correctness lies 
in remembering that Suzanne Fermier Conlan is her 
name, Mrs. Noel Conlan, her title. Currently, it is 
customary for a widow to retain her husband's title. 
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“OPEN SESAME’? : 


® You have a goal. a nebulous one 
perhaps, but you know that some- 
where within some labyrinthine sky- 
scraper you'll find it—if you start at 
the right place. 

And so you've debated with your- 
self over and over: Is it best to begin 
as a secretary and work into the po- 
sition of my dreams? How much on- 
the-job experience will I get that way? 
More important—will I be given the 
chance to go up? And—first, last 
and always this disturbs you—will I 
stick fast to my goal, or will I by 
weariness, or choice, remain a secre- 
tary ¢ 

We don’t propose to give the an- 
swer; so many factors are involved. 
But at- least as far as the publishing 
industry is concerned. the outlook for 
advancement is very encouraging. 

“T feel that entering a department 
as a secretary is the best way of see- 
ing the whole perspective of publish- 
ing and, at the same time, learning 
your field of interest down to the 
smallest detail,” says Miss Mathilde 
Lockwood, placement co-ordinator in 
the McGraw-Hill Publishing Com- 
pany Personnel Department. 

To prove her point, Miss Lockwood 
initiated the company’s first Execu- 
tive Secretarial Training Program, an 
experiment that began on September 
12 and may well have far-reaching 
effects. On that date, fourteen young 
women, all college graduates with 
liberal arts degrees, began a seven- 
hour day, eight-week session of con- 
centrated skill building. They were 
trained in shorthand and typing by 
Caldon J. Boudreaux, of the Secre- 
tarial Training Department, in a pro- 
gram varied with daily lectures on 
McGraw-Hill philosophy given by 
company presidents and department 
heads. 

“As far as I know, this is the only 
such program in operation at a pub- 


lishing house,” tiny, vivacious Miss 
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Lockwood says proudly. And well she might be proud 
of the idea that took form after several years of plan- 
ning. Details and curriculum were minutely worked out 
by Miss Lockwood and Mr. Boudreaux until they could 
present to company officials a schedule so complete it 
was given enthusiastic approval. 

In addition to typing and shorthand, the girls. who had 
no previous office training, were introduced to business 
procedures. Every other week Mr. Boudreaux required 
of them a written review of the course so far and their 
opinions on their own progress. And, just to keep within 
the scheme of things, the review had to be written in the 
form of a business letter. 

The lecture schedule, planned in advance to the great- 
est detail, included addresses like the one given by 
Edward E. Booher, president of the McGraw-Hill Book 
Company. Mr. Booher talked on the Book Company's 
history. its organizational structure, past achievements, 
immediate goals and future plans and summarized the 
way in which this particular section of the large pub- 
lishing company acquires manuscripts, handles custom- 
ers. sells and services customers. All facets of McGraw- 
Hill were represented in the lectures, which sought to 
illuminate the complex processes involved in manufac- 
turing and selling the myriad textbooks, reference books 
and magazines that issue forth from the big green build- 
ing on West Forty-second Street. 

When they finished the course, the students averaged 
a shorthand speed of eighty and a typing speed of forty 
wpm. and Mr. Boudreaux found them interested enough 
in the subject matter to take books home, although there 
was no homework assigned. “Theyre so aware of all 
that’s going on in every field—politics, theater, current 
literature—they kept me on my toes,” he says. 

The students’ verdict? “Naturally, this type of lecture 
program enables you to see even the smallest job in re- 
lation to all of publishing,” they tell us. “It helps us to 
be part of the company and not feel strange for the first 
few months.” 

The fourteen girls—the number was limited due both 
to the newness of the program and desirability of indi- 
vidual attention to students—were selected on the basis 
of general intelligence, scholastic record and for the 
interest they have in the publishing field. All have 
majors in the humanities—English, languages, history, 
classics, government and psychology. Extra-curricular 
activities in college were considered, too, because the 
company feels that all these things make up a well- 
rounded person. Some of the girls were sought specifi- 


cally for the job; others looked for work in publishing. 
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Still others were recommended by company employees. 


When it was time to select a girl for a specific job. 
department heads were lucky—-they had a wide range of 
talent and interests to choose from. Take Cynthia Enloe, 
a government major from Connecticut College. Cynthia 
leans toward research, “mainly in current-interest area 
—the effect of political and economic trends on business 
or in educational techniques.” 

Cynthia, who comes from Manhasset, New York, says. 
“Learning shorthand and typing on the job enables you 
to incorporate specific business techniques into the 
organization you're now part of. And it saves the college 
student from having to take it as part of the curriculum, 
thus leaving more time for the study of liberal arts.” 
Overwhelmingly the girls feel that practical skills are 


necessities for a liberal arts (Continued on page 54) 
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FOR THE DEBBIE 


REYNOLDS LOOK 
GET GOBSARD 'S 


answer -deb 


Sitting behind a desk or greeting an 
important executive—you'll look as smart. 
as you are~in Gossard's answer-deb/ 
answer-deb’'s original design x’s off inches 
. sets a new record for control with 

lightweight comfort! There's an answer-deb 
just right for your figure! You'll find it 
in Gossard’s glamorous “record album"’ 

‘ package in the record rack display of 
your favorite girdle department! 
#464 long leg pantie $10.95 
#454 original pantie $8.95 
#404 girdle (not shown) $7.95 
GET GROOMING TIPS FROM DEBBIE! 


For your copy of the fashion booklet ‘‘Mirror Talk 
with Debbie Reynolds" send 10c in coin to 
Debbie Reynolds, c/o The H. W. Gossard Co., 
111 N. Canal St., Chicago 


ossard 


THE H. W. GOSSARD CO., CHICAGO 
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LEFT: Special assignment day. Problem: 
to dress the part. McGraw-Hill secretary 
Mary Johnson does, topping her “basic 


black” with a beehive cloche of black and 
natural milan, banded and bowed in grosgrain. 
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To The Teacher— 


Many times students say to you, “I 
don’t want to take the secretarial 
course. I don’t want to be just a 
secretary.” Little do they realize how 
influential secretarial skills are as 
steppingstones to other positions. 


This month’s issue of Topay’s 
SECRETARY contains an article en- 
titled, “Open Sesame . It de- 


scribes just one of many plans now 
in existence for young ladies who are 
interested in top-level positions in 
large companies. After reading the 
article, have the students use the pic- 
tures and make a bulletin board dis- 
play on Secretarial Skills as Stepping- 


Analysis of 
Today's Secretary Articles 
By Subject 






stones. 
In the article, “The Human Side,” 


this statement is made: “Women 
were not meant to compete with men. 
They were made to help men, look 
after them, and spur them on. This 
is one reason why secretarial work is 
rewarding to so many women. The 
contented secretary knows that her 
efforts are helping a busy man accom- 
plish what he has set out to do.” 
Have the students discuss the pros 

and cons to this statement. Then have 
them list secretarial duties that re- 
lieve executives so that they can ac- 
complish management duties. 

Joan Sivinski Handal 

Editor, TEACHER’S SECTION 
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FOR STUDENT DISCUSSION 





After reading “Check Up On 
Grooming” on page 34. 

Here are quotes from businessmen 
on the appearance of their office em- 
ployees. Write on the blackboard the 
list of words located at the bottom of 
this page. Then read a quotation to 
the students. Have them complete 
the quotation by finding the missing 
(italicized) word from the list on the 
blackboard. 

1. Why does she have to paint on 
a phony mouth. 

2. Too much gook around her eyes 
looks terrible. 

3. Must they come to the office 
every morning wearing bobbv pins 
and curlers in their hair? 

4. The gal who will make a super- 
visor takes off her head scarf before 
entering an office. 

5. Those clanking bracelets drive 
me to distraction. 

6. How do you tell a girl to wear 
a girdle? 

7. No wonder 
typing efficiently. 
are like long claws. 

8. | hire only quiet girls with 
good manners. 

9. Please tell the girls we like them 
to display good conservative office 
dress. 


10. Hair should be soft and curly; 


her 


fingernails 


she can’t do 


Her 


1. Poodle 7. Gook 

2. Bobby pins 8. Clanking 

3. Snaps 9. Beatniks 
4. Seams 10. Dirty 

5. Mediocre 11. Skirt 

6. Phony 12. Deodorants 


we hire no Beatniks. 

11. She thinks she is still in school. 
We don’t appreciate that rah-rah 
collegiate look here. 

12. I pay her enough so that she 
can afford deodorants, but she ap- 
parently doesn’t believe the ads. 

13. A white shirt-blouse and black 
skirt is always in good taste. 

14. Does she really think those 
dirty collars and spots on her clothes 
don’t show? 

15. Missing buttons, split seams, 
and saggy hemlines make me wonder 
if she'll hold together all day. 

16. She drowns herself with half 
a bottle of some wretched perfume 
every day. Then she wonders why I 
open the windows extra wide. 

17. I wish she typed as fast as she 
snaps her gum. 

18. So maybe she was out last 
night, but that straggly hair would 
disgrace a wet poodle. 

19. We do not hire glamour girls; 
they do not work very long. 

20. Give me-a_ neat, tastefully 
dressed girl so that we can have a 
neat, tidy office. 

21. The smart girl dresses accord- 
ing to her figure. 

22. Why don’t girls realize that 
one good dress is better for them 
than five mediocre outfits? 


13. Smart 19. Manners 
14. Gum 20. Drowns 
15. Rah-rah 21. Glamour 
16. Girdle 22. Windows 
17. Conservative 23. Neat 
18. Head scarf 24. Claws 
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FOR TYPEWRITING CLASS 





All students can type their first 
business letter in five minutes if the 
teacher introduces letter typing so 
that he emphasizes and drills on what 
makes it a problem. 

Step 1. Make the first letter short 
like the one illustrated on the opposite 
page. Select a letter that is in an 
easy style and has the important parts 
of the letter spotlighted. 

Step 2. Have the students insert two 
sheets of paper in the typewriter. Have 
them align the top edge of the paper 
even with the aligning scale. Regard- 
less of whether a student can type 15 
words a minute or 65 words a min- 
ute, he will not be a fast letter typer 
if he cannot space down rapidly from 
the top of the paper to the date line. 

Tell them the exact number of 
spaces they are to space down from 
the top of the paper. Have the stu- 


dents practice with you spacing 
down the correct number of spaces 
to the date line. When you say, 


“Go,” the students are to race you to 
see whether you or they get down 
faster to the correct line for the date. 
(Even though you have not spaced 
down the exact number of spaces, be 
sure you stop before the students. ) 
Tell them they are not spacing down 
fast enough, so have them practice 
spacing down again. 

Step 3. Clear all tab stops and 
have the students set a correct tab for 
the date. Practice with the students 
the correct way to use the tab key or 
bar; then, dictate the date slowly as 
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the students type it. Dictate in this 
fashion: Tab pause October pause 
15, pause 1960 pause return tab 
October pause 15, pause, etc. 

Step 4. A short letter requires 
margins for a 4-inch line. Have all 
the students set correct margins. 

Step 5. For a short letter, students 
are to space down from the date line 
8 spaces. Again, practice what makes 
it a problem: practice quickly throw- 
ing the carriage 8 times. Then dic- 
tate the inside address to them. 

Step 6. Double space and type the 
salutation. Double space again and 
type the salutation a second time. 
Double space once more. 

Step 7. The students are now 
ready to type the body of the letter. 
Have them practice typing twice all 
the difficult words. Then have the 
students type the body of the letter 
once, working for sharp and even 
typewriter strokes. Remind them to 
double space between paragraphs. 

Step 8. They are now ready to 
type the closing. Practice what makes 
it a problem: using the tab key and 
leaving the correct number of spaces 
between the complimentary closing 
and the identification and reference 
initials. 

Step 9. This presentation will not 
take more than 20 minutes. Review 
orally the vertical and horizontal 
spacing for each part of the letter. 

Step 10. Have the students type 
the entire letter once; they will all 
type it in 5 minutes or less. 








Blocked Letter Style 


Date and Closing Lines Blocked at Center + All Other Lines Blocked at Left Margin 


Some Persons Call This the “Modified Block Style” 


October 15, 19-- 


Mr. Henry L. Hale 
Inside Address 3928 Dumont Avenue 
Brooklyn 8, New York 


Salutation Dear Mr. Hale: 


This letter is in blocked style, one of 
the most common letter forms. Ail lines 
begin at the left margin except the date 
line and the closing lines, which begin 
at the center of the paper. 


When you use this letter form, set a tab 
stop at the center of the paper so that 

you can tabulate to it whenever you wish 
to type the date line or a closing line. 


Yours very truly, 


Training Director 


Reference JLW: URS 
Initials 


From Gregg Typing, 2nd Edition. Copyright, McGraw-Hill Book Co 


Complimentary 


Closing 


Signer's 
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FOR ADDED SHORTHAND PRACTICE 





For Reading Practice 

1. Have the students open their 
TODAY’S SECRETARY magazine to 
the “Flash Reading” exercise on page 
38. 

2. The material on this page is 
based on chapters 1 & 2 of GREGG 
SHORTHAND MANUAL SIMPLI- 
FIED, so it can be used in either 
Shorthand I or Shorthand II. 

3. Tell the students this is an 
exercise to see how fast they can read 
their shorthand plates. (You have al- 
ready tested them on their reading 
rate of shorthand plates in their text- 
books. You now want to see how fast 
they can read new notes, correlated 
with the chapters in their textbooks, 
but not like the letters they have al- 
ready read in the chapters. ) 

4. Have one student read one para- 
graph out loud at a time. Using a 
stop watch, time the student and tell 
him his reading speed. Then select 
another student and have him read 
the next paragraph. Continue this 
procedure until the entire article has 
been read. 

5. About three days later, test the 
students once more to see how much 
faster they can read their notes. 


For Writing Practice 

1. In any skill-building program, 
there is no value in having the stu- 
dents write incorrectly a word over 
and over again. Be sure to preview 
the words you think the students may 
have difficulty writing. Preview the 
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words even though the dictation is of 
new material. 

Do not preview just one or two 
words, but as many as you think are 
necessary to insure that 50% of the 
students will write the words correctly 
in the dictation. A good rule of 
thumb to follow when previewing is 
10% of the dictation material; ten 
words should be previewed in a 100- 
word take. However, if there are 
eleven words that are difficult, by all 
means preview them! 

2. In any skill-building program, 
you dictate the same material three 
or four times—each time with a 
specific goal in mind. At first the 
goal may be to take as much of the 
dictation as possible. Before the next 
dictation, difficult words are _pre- 
viewed. Now the students take the 
second dictation and work to get the 
entire dictation and write the words 
correctly. You will probably follow 
the second dictation with another 
kind of preview (maybe it is verbal 
spelling, having the students check 
their work with the plates and writ- 
ing each word they wrote incorrectly 
two times, writing in the air each 
word as you dictate it to them. This 
is followed by a third dictation. 

3. Use the “Flash Reading” article 
for new matter dictation. Have the 
students assume they are working in 
a television company. Each day you 
dictate a part of the script for the 
next week’s program. 

4. Before dictating the day’s script 








FOR ADDED SHORTHAND PRACTICE 





for the television program, practice 
the following words: 











Monday 
himself onT 
ignore ae”. a 
criticism APT 
prefer & 

Tuesday 
changed , 
pretty (2,0 
fellow plik 
thoughts ne 

Wednesday 
offer 2 
travel o., 
tied > 
brought (_/ 
Thursday 
knowledge 
apply tite 
better CL 
course a 
Friday 
tried pI 
before a 
maybe LO 
fault ia 








9. Dictate the following com- 


mercial before each day’s script. 


Good morning! Welcome to 
THE HAPPY TELLING PRO- 
GRAM—the program for chil- 
dren of all ages—the program 
that promises to make you feel 
better just by listening to it. 

This morning I am going to 
tell you the story about “Sharing 
Yourself.” But first, let me ask 
you a question. Do you have 
trouble getting up in the morn- 
ing when you are called? Do 
you feel as though you need to 
sleep for another hour? Do you 
feel as though you will never 
have enough pep to last through 
the day? Well, if you do, try 
QUICK OATS. QUICK OATS 
represents quick pep. If you eat 
a bowl full each morning no 
matter how tired you are, you 
will have lots of pep and energy 
not for just one hour, not just 
for two hours but for the whole 
day. That’s right, QUICK OATS 
gives you more energy than you 
know with what to do. So go to 
the store today and buy a pack- 
age of QUICK OATS—the quick- 
est starter in the morning. And 
now for our story. 

After the day’s installment has 
been dictated, close the session with 
this reminder: 

Now remember HAPPY TELL- 
ING TIMES is brought to you 
every week by QUICK OATS— 
the food with the quickest energy 
of its kind. 
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BUSINESS CORRESPONDENCE QUIZ 





After reading “Signature Situa- 
tions” on page 27 

Give the following quiz on busi- 
ness correspondence signatures. 

My name is Mary Johnson. On 
February 14 I was married to Mr. 
John Vincent. Since I am not certain 
as to how I should sign my name, 
please answer the following questions 
for me by underlining the best an- 
swers. 

1. My legal name is (a) Mary 
Johnson; (b) Mary Vincent; (c) 
Mary J. Vincent. 

2. When I sign my name, which 
signatures are correct? (a) Mrs. 
John Vincent; (b) (Mrs.) Mary Vin- 
cent; (c) Mary Vincent followed by 
Mrs. John Vincent. 

3. How can I sign my name to tell 
the reader I want to receive corre- 
spondence as Mrs. Mary Vincent? 
(a) written signature: Mary Vincent; 
typed signature: Mrs. Mary Vincent; 
(b) written signature: (Mrs.) Mary 
Vincent; typed signature: Mrs. John 
Vincent; (c) written signature: Mrs. 
Mary Vincent; typed signature: Mrs. 
John Vincent. 

4. My employer is a married wom- 
an, Mrs. Hazel Norton Finnegan. She 
wants the correspondence to be ad- 
dressed to Mrs. Hazel Finnegan. How 
should her signature look? (a) writ- 
ten: Hazel Norton Finnegan; typed 
(Mrs.) Hazel Norton Finnegan; (b) 
written: Hazel Finnegan; typed: Mrs. 

















Hazel Norton Finnegan; (c) written: 
Hazel Norton Finnegan; typed: Mrs. 
Hazel Norton Finnegan. 

5. When my employer receives a 
letter signed Anne Donohue with a 
typed signature Mrs. James Donohue, 
how should I address the letter? 
(a) Mrs. James Donohue; (b) Mrs. 
Anne Donohue; (c) Ms. James Dono- 
hue. 

6. When I sign mail for my em- 
ployer, what should I type below my 
signature? (a) Secretary to Mrs. 
Finnegan; (b) For Mrs. Finnegan; 
(c) Secretary. 

7. When a woman is divorced, 
which signature can she never use? 
(a) Mrs. Helen Schmidt; (b) Mrs. 
Brown Schmidt; (c) Mrs. Robert 
Schmidt. 

8. My husband and I have a joint 
checking account. I used to sign my 
checks Mary Johnson. Now, how 
should I sign them? (a) Mrs. John 
Vincent; (b) (Mrs.) Mary Vincent; 
(c) Mary Vincent. 

9. We have found the lot we should 
like to purchase and begin building 
a home. How should I sign my name 
on the lot deed? (a) (Mrs.), John 
Vincent; (b) Mary Vincent; (c) 
Mrs. John Vincent. 

10. We plan to have a small party 
for our close friends. How should I 
sign the invitations? (a) Mrs. Mary 
Vincent; (b) Mary Vincent; (c) 
Mrs. John Vincent. 
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FOR THE OFFICE PRACTICE CLASS 





After reading ‘‘Product Points’’ on 
page 13 

Duplicate on a master the invoice 
shown below. Divide the master in 
half and type two invoices on it— 
one on the top half of the master 
and one on the bottom half. 

Have the students complete the first 


invoice with you so that every stu- 
dent will know how to correctly com- 
plete the blanks on the form. Then 
give the students 15 minutes to type 
invoices for each of the products 
listed in “Product Points.” They are 
to use their names and addresses as 
the buyers for each item. 





To: 


invoice 


FOR SERVICES RENDERED AND MATERIALS SUPPLIED 


Date: 





Quantity Description 


Unit Price Amount 





2 Moisteners 








$4.95 $9.90 
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HORIZONTAL 
Mrs. 
fed 
war 
rib 
solely 
violin 
relay 

. trance 
. Tose 

. Tealms 
. peony 
. technicia 
. inn 

. shrew 
. oceans 
. see 

. tare 

. only 

. auto 

. bet 

. rob 

. rather 
. poorer 
. avenue 
. error 
save 

. attar 

. neck 

. sell 

. guess 
. Mr. 

. gear 

. Tace 

. sea 
59. enrich 
61. dismiss 
63. together 
65. arrow 
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SHORTHAND PUZZLE 





SOLUTION TO PUZZLE ON PAGE 49 
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67. pictures 6. diary 26. narrator 51. lamp | 
69. reels 7. west 29. service 53. sincere 
70. broken 8. own 31. rover 55. goodness 
72. ropy 9. relish 33. Eric 57. secure ( 
73. stew 10. elm 34. authors 59. igloo 
74. rage 11. basket 35. brag 60. charge 
75. send 13. initial 37. been 61. docks 
76. pair 15. low 39. where 62. stop 
VERTICAL 16. wrens 41. us 64. wet 
1. mistreat 18. sorrow 43. unearth 66. row 
2. roar 20. workshop 46. amateurs 68. repay 
3. slap 22. noon 48. early 70. bay 
5. eve 24. yacht 50. ears 71. knee 
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SPECIAL INDUSTRY DICTATION 





Based on Legal Terms Appearing on page 47 


Before dictating the following specially-prepared letters, you 
will need to preview all italicized terms. Have the students write 
each word two times, spelling and pronouncing it as they write. 


Dear Mr. Gisss: 

As you undoubtedly know, Mr. 
John Smith, a client of mine, died 
on December 28,’ 1960. His Will, a 
copy of which I have enclosed, names 
you as his Executor. In order’ to 
qualify as Executor, you must submit 
yourself to the jurisdiction of the 
Surrogate’s Court.” Inasmuch as you 
will be acting in a fiduciary capacity, 
I would suggest that you obtain a* 
bond, the purpose of which would 
be to protect you from any claim 
of malfeasance in handling the assets 
of Mr.* Smith’s estate. 

I should tell you that many of 
Mr. Smith’s assets consisted of mort- 
gages and other® incorporeal rights. 
The largest legacy under the Will, 
consisting of a mortgage on property 
at 20’ North Street, Brewster, New 
York, had been the subject of a 
foreclosure proceeding during Mr. 
Smith’s lifetime. Under* the settle- 
ment in that proceeding, I am hold- 
ing certain funds in escrow and, of 
course, my fee is a lien upon® those 
funds. 

After you have had an opportu- 
nity to read over the copy of the 





Will, please get in touch’® with me. 
VERY TRULY yours, (205) 


Dear Mr. Jones: 

I have been studying the possibility 
of starting habeas corpus proceed- 
ings in’ order to obtain your release 
on the charges pending against you 
in New York for the crime of forgery, 
a” felony under the law of that State. 
The New York authorities are at- 
tempting to subject you to the® juris- 
diction of that State by means of 
extradition. A factor which will af- 
fect your case is the fact that* you 
wrote several checks on your account 
when you had insufficient funds to 
cover the checks. Writing’ checks 
during insolvency is also a crime. 

If we are successful in obtaining 
your release from prison,® some of 
your creditors will, I know, be satis- 
fied with the small regular amount 
they can obtain from the’ garnish- 
ment of your wages if you can find a 
steady job. If we cannot secure your 
release by habeas corpus," we can 
always start mandamus proceedings 
as a last resort. 

VERY TRULY Yours, (176) 
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THE BRAIN PICKER (PART Ill) 


by Raymond Dreyfack 


MONDAY MORNING found the 
UBA switchboard buzzing furiously. 
Even more active was the vast net- 
work of' communications known as 
the Grapevine. At last the big news 
had leaked out, and it had everyone 
in the building’ holding fast to his 
seat. 

Les Freres Blanche (FB), the na- 
tion’s leading cosmetics manufac- 
turer, had definitely* decided to 
change networks for its forthcoming 
series. The final choice was to be be- 
tween UBA* and another major or- 
ganization. Premium air time was 
involved, and millions of dollars. 

Joyce’s phone® rang—for the hun- 
dredth time it seemed—shortly after 
eleven. It was Vivienne, an adminis- 
trative assistant® in the penthouse 
suite. Her voice was low and urgent. 
“The Board is just out, and here’s the 
news. The executive chosen’ to head 
up the FB presentation will be the 
man selected to take over the chief's 
job when he retires.“ At this point 
it’s strictly between your boss and 
Jason Trent, with Trent a nose or so 
ahead, because he’s credited’ with 
breaking the initial ice with FB brass. 
Here’s another flash. Trent will be 
wining and dining two high-up’® 
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FB’ers this noon at the White Pen- 
guin Restaurant. End of flash. Go 
to it, gal!” 

Joyce hung up, feeling ill. She” 
gazed across the spacious, tastefully 
appointed office to where Mr. Lind- 
strom was working industriously’* on 
his Idea File. He had had a rush of 
new inspirations for the FB presenta- 
tion, and when he’* became involved 
in a major project he was in another 
world. Unfortunately, while he did 
the brainwork,’* another man, 
equipped only with the qualifications 
of ruthlessness, driving ambition and 
a thin veneer'® of charm was quietly 
digging Barry Lindstrom’s grave. 

Joyce sighed. Executives, she 
thought wryly, should sometimes all’*® 
be executed. 

Getting up, she strolled casually to 
her boss’s desk. She might as well 
have been on another’’ planet. His 
eyes never left that file. She coughed 
discreetly. He glanced up, still dazed, 
the ideas still whirling in’® his head. 
Then his face relaxed, and he gave 
her a work-weary smile. 

*“Count-down’s over,”’ Joyce 
quipped. “You can return to earth’® 
now.” 

Mr. Lindstrom stretched luxurious- 
ly. “Cabin boy to copilot. What’s on 
your ever-calculating mind?”?° 

Joyce made a prim curtsy. “Today 
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is my birthday, sir. What are you 
going to do about it?” 

“Blimey, it isn’t!”’*’ 

Joyce nodded gravely. 

“Hmmm.” He scratched his head. 
“I shall buy you a trinket.” 

“No trinkets,” Joyce said. “Last 
year at this eventful** occasion you 
took me to chow.” 

“Chow it is then. One p. m. at 
Bernard’s.” 

She shook her head. “Twelve noon 
at the White** Penguin.” 

The Penguin is one of those ex- 
pense-account-only restaurants off 
Madison Avenue where coffee™* is 
thirty-five cents a cup, steak sells at 
about the same price as a rotisserie 
broiler, and the management”® saves 
on electricity by keeping the lights 
low. Joyce timed their entrance per- 
fectly at 12:15. 

Adroitly,*° she steered the head- 
waiter and Mr. Lindstrom to the other 
side of the plush room where three 
well-tailored executives’ were affably 
engaged in conversation. 

Joyce stopped at the table in ques- 
tion and expressed mild surprise. 
“Why,** it’s Mr. Trent!” she said. 

Trent’s face darkened momen- 
tarily. He immediately regained his 
composure,” however, and made the 
necessary amenities. “George, Hal—” 
he addressed the FB representa- 
tives—“say hello*® to Barry Lind- 
strom of UBA, and his secretary, 
Miss Collins.” 

Handshakes all around, followed 
by the*’ inevitable though grudging 
requirement of protocol on Trent’s 
part, which Joyce had counted on. 

“Barry, why don’t® you and Miss 





Collins join us?” 

“Well—” Mr. Lindstrom began, 
but Joyce broke in quickly, with, 
“We'd love to.” 

Then, as was also” inevitable, the 
subject reverted to the FB presenta- 
tion. At this point Trent’s suaveness 
and charm™ counted for naught, not 
when Barry Lindstrom embarked on 
a discussion of his plans and ideas. 
In fact, at one** juncture, Joyce coyly 
remarked, “Gosh, Mr. Trent, for all 
practical purposes you and I might 
as well be dining®® at a separate 
table.” 

There was laughter all around, 
but the point had hit home neatly. 
Two key FB executives®’ had sat at 
a table with two key UBA executives. 
Certain impressions had been cre- 
ated** and would be retained. One 
thing was sure. Anyone exposed to 
the creative ideas of Barry Lindstrom 
had* no choice but to be impressed 
by what he heard. Operation Pen- 
guin, as far as Joyce was concerned, 
was a large success.*° 

In the afternoon Mr. Lindstrom 
went to a conference with some 
budgeting and art department peo- 
ple.** Jason Trent chose this oppor- 
tunity to pay Joyce a visit. 

He switched on Charm Routine 
Number One. Joyce had to** shade 
her eyes to keep from being blinded 
and keep her head down to hide her 
disgust. 

“You can bury the preliminaries,” 
she said at last. “What do you want?” 

Trent’s manner changed at 
once. A shrewd and calculating look 
came into his** eyes. “You're a smart 


girl, Miss Collins. We'll make a good 
13-T 


43 








team.” 

“What do you want, Mr. Trent?” 

“You on my side. I want Wilcox’s*° 
job, and I want you to help me get 
it. If I do, I'll appoint you my ad- 
ministrative assistant at*® a salary 
that will stagger you. I’ll—” 

“Get out of here.” 

“Eh, what’s that?” Trent appeared 
startled. 

“Get out 
thrown out.” 

“Miss Collins, you'll live to regret 
this.” 

“Out!” 

Only then, at Trent’s hasty retreat, 
did Joyce realize she** had been 
shouting. 

When Mr. Lindstrom returned she 
told him what had happened. About 
Trent’s visit and offer, how she** had 
caught him the other day going 
through the Idea File and more. 

“He’s out to get you, and he'll stop 
at nothing.”*° 

Her boss nodded slowly. He sat 
down at his desk and passed a hand 
across his face. He looked very tired. 
Barry Lindstrom® was a man of ideas 
and ideals. He despised this kind of 
tactic. He had always possessed an** 
implicit faith in the decency and in- 
tegrity of his fellow man. 

This faith did not die easily. (1059) 


(To be continued ) 


COEXISTENCE 
by Annie J. Talabere 

THE NEW GIRL in our office 
chews gum constantly—and I mean 
constantly! First I want to explain 
that her chewing’ isn’t a dignified, 
concealed process. No indéed! It’s 


before I have*’ you 
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a vigorous, determined mastication— 
and she doesn’t’ chew behind closed 
lips either. 

Hers is a decidedly open and above 
the collar business that stops for® 
nothing. The jaws rise and fall rhyth- 
mically; most of the time the mouth 
remains slightly ajar as if about to* 
eject conversation—and the chewing 
goes on and on. At times, the busy 
jaws hesitate momentarily’ for a 
swallow or gulp, but the slight pause 
is immediately followed by acceler; 
ated action—a sort® of catching-up 
process. , 

Hers seems like such a detached, 
subconscious state of chewing that I 
find myself forgetting’ my work to 
watch and wonder. Our girl certainly 
is intent on her office duties and real- 
ly seems unmindful® of that part of 
her anatomy that chomps with the 
perseverance and tenacity of a tight- 
ly wound® clock. Living with so 
much energy exhausts me. 

The day she became one of our 
office family, we all*® realized what 
a sweet, generous person she is. 

“Want some gum?” She chewed 
as she passed the package in a gay, 
friendly’* manner. 

“No, thank you.” From me, rather 
stiffly. I very naturally supposed 
that she would soon realize gum’* 
chewing in a busy office was poor 
taste. But the fact that we all re- 
jected her offer didn’t disturb her’* 
in the least. She popped an extra 
piece into her mouth and went to 
work. 

That day, I suddenly remembered 
the teacher’* I’d had back in the 


third grade. I couldn’t even recall 
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her name, but I would never forget 
the way she’® effectively confiscated 
any stray bits of gum that we forgot 
to take care of before entering her 
room.'® She just seemed to sense a 
gum-jammed mouth. 

I wondered what our little friend 
does with each mouthful when she 
eases up to’ the lunch counter—and 
we have coffee breaks twice a day! 
Perhaps in this plastic age she has 
found a fancy little’* container for 
gum parking during chewing recesses. 

“‘No—dear. Thanks. I seldom 
chew gum.” 

My rather tart refusal’® didn’t ruf- 
fle her cheery smile nor deter her from 
offering gum to my desk neighbor. 

There were times when I*° at- 
tempted to figure out what psycho- 
logical propulsion drove her to chew 
so resolutely. She must derive*’ satis- 
faction from merely exercising her 
mouth for surely after the first half 
hour or so all flavor** has departed 
from the gum. 

“Not now. Thank you just the 
same.” 

She seldom indulges in a refill 
without hopefully** passing the pack- 
age. 

Perhaps I wouldn’t be so disturbed 
if her desk didn’t face mine, or if we 
worked more than™ six feet apart. 
The nearness prevents my ignoring 
what I really would like to sweep out 
of my mind. 

Sometimes** a noisy little pop es- 
capes when she chews a bit more 
hurriedly than usual. As she became 
better*® acquainted, she just laughed 


‘ and omitted the “excuse me” when 


we glanced her way after a particu- 


larly loud, chewy” snap. 

I look up from my work and 
there she sits, chewing dramatically 
and indefatigably. How** immature 
she must be to indulge in such a 
childish habit. I should ignore it all 
—but I can’t! Well—she might” be 
immature, but after all, she is mar- 
ried, which indicates a certain 
amount of experience and®° accom- 
plishment. There! That’s the solu- 
tion! Dissatisfied with her married 
life, she subconsciously has her hus- 
band between™ her teeth and is giv- 
ing him the works. 

Just then, feeling my stare, she 
glances my way. Reaching for the 
package of** gum, she begins enter- 
tainingly, “Did I ever tell you about 
my sweet hubby? He really is the 
world’s” best—/ think. He likes to 
fix our breakfast. Have some gum?” 

“No thanks! Some other time.” 
And then, a horrible thought assails** 
me! 

Perhaps looking at me all day is 
driving her to chewing. Usually there 
is a reason why an®*° alcoholic be- 
comes that way, Could chewing be- 
come as vicious and unshakable a 
habit? Was this all my fault?** I 
began to feel downright guilty. 

With that thought hanging like a 
black cloud over me, I was more than 
relieved when®*’ my vacation rolled 
around. I would go away and let her 
shake off this annoying habit or build 
up my own®™ immunity to it. Some- 
one might even rearrange the office 
after all my hints about the light 
shining™ in my eyes. 

I purchased a paperback college 
psychology “course” book and with it 
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under my arm | blithely*® departed. 
I felt that if I could discover the 
reason I might learn to live with it— 
her gum chewing, I mean.*’ 

It didn’t seem possible that two 
weeks could pass so swiftly, or that I 
could learn so much in such a short 
time.** Psychology is a most intrigu- 
ing study, but it didn’t once mention 
gum chewing. 

The day came to return to*’ the 
office. I found myself eager to go 
back but dreading to start another 
fifty weeks of what I’d endured“ be- 
fore leaving. 

“Oh darling!” she cried when she 
saw me. “I missed you so.” Between 
chews she kissed me resoundingly. 
“Have** some gum.” 

“Thanks dear—don’t mind if I do.” 

Sometimes, now, I wish my third 
grade teacher could walk into our 


office. What a*® “chewing out” we 
would give her. (925) 


SHARING YOURSELF 


by Roberta G. Paviu 


A man is not free if he will not 
share himself or “mix” with his fel- 
low man. He may say, “So what?” if 
people ignore’ him or will not call on 
him for aid. If he is alone, that is 
fine with him—it fits his plans. Peo- 
ple will not be* able to give their 
criticism of him. 

A man may say he is happy alone 
but it really is not® so. He would pre- 
fer the criticism if the lack of it 
means that he must be by himself. 
He may feel free or happy* if he can 
be left alone, but he will be a changed 
man pretty fast. He will tire of him- 
self. He will see that* he must have 
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people; he must hear the thought a 
fellow man may have, even if it is 
criticism. He has to learn® to share 
his thoughts. 

It is good for a man to be alone 
a little. If he is mad, or not feeling 
well, he is’ better off by himself. But 
he must not lock himself off for good. 
If he will not “mix,” he is free—of 
the good he® can have, of the good a 
fellow man can offer or share with 
him. 

Even if a man may travel but will 
not learn® to be with people, he is not 
free. He is tied to himself or the 
same thought he brought with him. 
Alone, the man cannot’® learn. He 
may gain knowledge, but can he ap- 
ply it? He must learn that people can 
help him. People can show him life’’ 
as it is, not as he may feel it is. A 
thought of his may have to be 
changed, for he may see a better 
thought in’* a man he has met. 

Can a man learn to be with peo- 
ple? He cannot take a course in 
“people,” but he can learn. He'* 
must not be tied to himself; he must 
go and offer himself and take that 
which is given him. He will see life 
as'* give and take, but if he will give 
of himself he will gain more. It will 
not be easy for him if he has not 
tried’® before. 

No man should be alone. Each 
man must have people he can share 
himself with, A man may have as 
little as’® two people to be with or 
maybe he will have more. But he 
need not—and must not—be alone. 
If he is, the fault’’ and loss are his. 

(343) 








RIGHT: 8:55 at the plush new offices of the 
General Dynamics Corporation. Arriving for 
work, Barbara Sperl looking chic and ready 
for business in a black milan breton 
trimmed with a pert black bow. 








ABOVE: Sports car fan Jackie Rose relaxes from 


the General Dynamics pace with some country 


driving. Keeping her every hair in place, a 
sporty cover-up cloche of crocheted pink raffio 
sprinkled with shiny crystals. 


LEFT: Girl on the go, Jane McCann of McGraw- 
LEFT: Luncheon splurge at celebrity-filled Hill. For that well-groomed look en route, 
Sardi’s. Bound to rate second glances note her tailored beret of stitched white straw 
themselves, two secretaries, two pretty with crossed bands for added interest. 
chapeaux. Mary Johnson wears a white straw 
cloche adorned with sprigs of bouvardia. 
Jane McCann dons a salad bow! breton in 
butterscotch and black. 
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CHECK UP OV GhOONING 


®@ Office memos that will probably be forever unwritten: 


Dear Mary: We think we see a cute “you” under that 
camouflage. Why not try a lighter touch 
with the make-up brush? 


Dear Susie: Its smart figuring to do something 
about excesses. Everyone needs a good 


foundation for fashion. 


Why will these billets-doux never be sent? Because 
even your best friends are not apt to tell you when you 
fall down on grooming habits. 

Yet good grooming is as important in the world of 
9-to-5 as make-up artistry is on a Hollywood movie set. 
You're “on” just as much as the actress who faces the 
camera each day. The only difference is that the job of 
fashioning a special “look” is all yours. 

The well-groomed look can be achieved only by daily 
care and strict attention to details. You polish your 
shoes daily. visit the shoemaker regularly. keep seams 
straight (or have turned to seamless hose). rinse out 
lingerie nightly. 

Washing and ironing aren't weekly chores. but regu- 
lar wardrobe refresheners. 

You are “no show” on slips. consider pins as a tempo- 
rary aid in case of accident, and believe in fresh-smell 
ing clothes. not in perfume camouflage. 

You believe in freshly ironed blouses. and you're a 
vood spot assessor. Cleaning fluid will be tried out on a 
corner to make sure the fabric is color fast. If a spot 
looks stubborn, youll show it to your dry cleaner. 

The lists of grooming musts is a lengthy one 
according to Hollywood’s Debbie Reynolds. The young 
actress is so interested in the “orooming— subject that 
she got together with the Gossard Company and co- 
authored a booklet. “Mirror Talk.” Included. some of 


the advice presented herewith, 


¥ CHECK POINT 
For the right fashion beginning, start with your figure. 
If your curves offer special problems, limber up rusty 
muscles with regular exercises and outdoor play to 
counteract the relative inactivity of office life. A good be- 
vinning: the exercises on the right. 

Next in line, the right foundation. Wearing a girdle 
or pantie that’s designed to help your figure—and you 

not only makes you feel better but also adds to your 
self-confidence. 
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A PROUD BACK...is a straight one. Keep your 
ear to the ground, and on hands and knees, straighten 
out left arm, sliding it under your body until your left 
shoulder is touching the floor. Then swing your left arm 
out and reach for the sky, following the movement with 
your head. Repeat with other ear. 
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A TRIM WAIST... has no roll to spare. Stand with 
feet apari, hold arms at shoulder height. Swing arms to 
right, twisting from the waist. Then swing far to left, 
keeping feet firmly in place. Only the upper part of 
your body should move when you twist. 
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A BETTER CARRIAGE .. . Stand straight and 
clasp each wrist with the opposite hand. Grip wrist and 
push out. Or, sit on the floor with ankles crossed, place 
left hand on right knee and right hand on left knee. 
Keeping arms straight, raise them upward and outward 
with shoulders well placed. 
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ROLL DOWN TUMMY AND HIPS... Lie flat 
on your back on the floor, arms extended at shoulder 
level. Draw up knees and roll from side to side. Or, sit on 
the floor with legs together and arms stretched in front of 
you. Move forward and backward with a rolling motion. 








Y CHECK POINT Y CHECK POINT 


Put your wardrobe on the couch—analyze it carefully 


before you make another purchase. 
The best wardrobes have these elements in common: 
they have been chosen to fit in with the type of life you 
lead and the quantity is in balance with the time spent 
on each activity, be it business or social. 
Build around the basic colors—black, grey, brown, 


blue. Accent these with brightly colored accessories. 





Remember that pastels emphasize extra pounds; solid 
colors help trim you to size. 

Make sure that clothes fit properly and have skirt 
lengths in tune with fashion. 


Formula for the “ideal” closet: a set of “classic” 

















fashions plus several up-to-the-minute styles—the group 
geared to any and all occasions. One or two outfits 
"1 should have the ability to glide from office to date. 
ir 
n 
: ¥ CHECK POINT 
" | 
h For the heart-shaped face, For the round face, try to 
use light bangs across the create a light airy effect. Make sure your beauty touches enhance, not hide, your 
forehead and part the best features. Note these hints 
ail hair on the side. Use foundation cream to highlight skin color and pro- 
vide a powder base. Apply evenly, blend carefully at 
the chin to avoid tell-tale lines. 
For smooth and luminous skin, apply powder gener- 
, ously with a clean puff, and brush away all excess with 
‘ a ball of cotton. 
h Apply rouge with an extra light touch, blending it 
O° delicately high on the cheek bones to give just a hint of 
o color. 
f Practice makes perfect with a lipstick brush. 
/ CHECK POI 
\T 
Remember that weight taken off too fast comes back just 
, as fast. Check this calory chart to see which food 
For the diamond-shaped For the square face, try to favorites may be adding pounds when youd rather not. 
face, keep the hair close achieve a more oval look . 
to the head, with fullness by adding height on the 
id above and below the ears. crown. Apple, 1 large.. vseeeee 100 Milk, whole, 8-07. glass 165 
d Bread, 1 slice save wees, Bae Orange juice, one cup 110 
-e Butter, 1 pat ne wih 25 Orange, 3” diam 70 
e. Chocolate cake (iced) id 400 Peanuts, 10 nuts 50 
d Candy bar.. 300 Peanut butter sandwich 320 
Cottage cheese, 44 cup 100 Peas, % cup 55 
Chicken, % broiled oe SO Pie, lemon meringue (3” wedge) 240 
Coke, 1 bottle 100 Pizza, average wedge 600 
Eclair 200 Potato, baked 100 
4 Egg, boiled or poached rs Potato, chips, each chip 10 
Egg salad sandwich.... om 330 Potato, French fried, 8 pieces... 160 
Fish, one lean serving, broiled... 60 Potato salad, 1 cup 400 
Ham sandwich 360 Roast beef sandwich with gravy 310 
Hamburger patty (% Ib.)... 150 Roast pork sandwich with gravy 350 
Hot dog on bun i 220 Shrimp, 8-10 medium. 70 
at Ice cream, ¥% cup...........+ 200 Sweet roll. . . 120 
er Ice cream soda, chocolate...... 375 Toast, 1 slice... =a . 80 
yn ies Ice cream sundae. .......0.00¢ 410 Tomato juice, one cup........ 50 
of For the triangular-shaped For the oval face, leave Malted milk............2..+. 450 Tuna salad sandwich........ 340 
n. face, do expose the fore- the hair soft and natural Milk, skimmed, 8 oz. glass. .... 90 Wi ccutaanceiictane 220 
head, and use a softly looking. -™ 
rounded band, sacs 
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BY RAYMOND DREYFACK 





SYNOPSIS. Jason Trent and Barry Lindstrom were being considered 
by Mr. Wilcox for the top spot when he retired as president of 
United Broadcasting Affiliates. Joyce Collins, Mr. Lindstrom’s sec 
retary, knew that with brain-picker Trent as the head, standards of 
the network would disintegrate and her boss's life-long dreams be 
destroyed. Determined to prevent this from happening, Joyce 
through those mystic channels of communication open to secretaries 
discovered that Trent had once been fired from a radio station in 
Ohio for graft and had blackmailed a respected personnel execu 
tive into hiring him. Returning to her office, she found Trent with 
her boss, poring over Mr. Lindstrom’s precious Idea File for sug 
gestions on handling the Les Freres Blanche account, which UBA 
badly wanted to land. Trent knew that the executive who could 
land that account stood a good chance of becoming Mr. Wilcox’ 
successor. On a pretext she routed him from the office. Later, while 
Joyce and her boss were at a rehearsal, Mr. Lindstrom sent her 
back to the office for a script. There she found Trent stealthily look- 
ing through the Ideo File on his own. 
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SHARING YOURSELF 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Two of the Gregg Short- 


hand Manual Simplified. This material is counted in groups of twenty 


“standard” words each, so that you can estimate your reading speed. 
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TODAY'S SECRETARY 


® An office typist who had been working 
for nearly thirty years found herself in 
the position of training new employees in 
her firm’s typing requirements. To her 
astonishment, she realized that some of 
these beginners typed 70 and more words 
a minute, while her own maximum speed 
was about 60. 
“When T saw 


typing 95.7 she confided, “I decided I'd 


that one voungster was 


better get up my speed or get out!” 

She enrolled in night school for a typ- 
ing speed course. Soon she herself was 
writing 100 words. “That was my goal,” 
she says, “and | reached it. You might be 
interested in knowing that I did a lot of 
practicing on the Competent Typist Test 
in Topay’s Secretary. I wanted the 100- 


word certificate to prove I could do it.” 





ing and increases output to a great extent 
and can be put to use in sustained prac- 
tice for speed. 

Turn to the Competent Typist Test— 
its on page 42—for this purpose. Read 
the copy, then type a list of words or any 
combination of words you think will re- 
quire special practice in order not to slow 
down your speed. Spend several extra 
minutes on this list, striving to inerease 
your speed each time you type it. 

Next, study the first sentence or para- 
best rate of 


speed. If you've made even one error, re- 


graph and type it at your 


type the fragment. If you make the same 
error the second time around, type that 
troublesome word or phrase for a minute 
or so—accurately. Now 


type the copy 


again. If it's perfect (congratulations), 


‘LIP-TOP 
TYPING 


words a minute and are issued on speeds 
upward to 100 or more. The pins are 
available at 50, 60, 70 and 80 words. 
Whether you can envision it now or 
not, typing speed practice can be fun 
when you have a goal to work for, as you 
do when practicing for one of the awards. 
The practice helps to get you out of that 
rut that perchance worried you. This 
speed “development program” doesn’t re- 
quire ingenuity. It does take persistence. 
Extra proficiency can mean extra dol- 
lars to you, too. Ever think of that? “But 
I'm a mere student,” you protest. Well, 
students have opportunities to type ma- 
terial for their churches, clubs, or teachers 
—more often than you think. Learners 
sometimes take small typing jobs, such 


as addressing envelopes, typing form let- 


By Florence Elaine Ulrich, Director, Gregg Awards Department 





Do you want to become a first-rate 

typist? If you're now typing 30 or 40 

words a minute easily, try for a goal of 

70, 80 or more. Yes, you say, but how? 
The systematic development of speed 

and accuracy comes with knowledge of 

correct techniques and sustained speed 
practice. Let’s start with your posture. 

@ Make all the reaches with your fingers 
only. Arms and hands should be mo- 
tionless. 

Relax body and arms, but don’t slump. 

Sit comfortably erect with your feet 

on the floor in front of you. 

e Lean forward—just slightly from the 
hips—in an “alert” position. 

Your textbook will guide you in the 
correct use of tabulator, space bar, num- 
hers, bell tone, carriage return, shifting 
and the correct stroking of the keys. 

Some secretaries find that a “refresher” 


in basic techniques improves ease of typ- 
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retype and retype it till you've increased 
your speed 10, 20 or more words a minute. 

This paragraph practice of the Com- 
petent Typist Test will strengthen your 
speed and accuracy so that you'll have a 
better record when you begin to type a 
sustained test for ten minutes. 

If you can practice only one paragraph 
a day, keep at it until you attain in suc- 
ceeding paragraphs the maximum speed 
you reached on the first one. 

When you begin your 10-minute tests, 
type at the higher speed and continue 
typing the copy until you've established 
both a higher speed and greater accuracy 
on the tests. After you feel you've reached 
your highest speed on the sustained 10- 
minute writing with no more than five 
errors, send a qualifying test to this de- 
partment for a typing speed certificate 
or the attractive Competent Typist em- 
blem gold pin. Certificates begin at 30 


ters, filling in forms for business firms in 
their spare time. 

Finally, typing for personal use can 
be quite convenient. With all these ad- 
vantages, how can you lose? 

Membership in the Order of Artistic 
Typists (OAT) is available to you if you 
are a neat, accurate typist. The tests on 
the next page are there for you to prac- 
tice until a perfect copy emerges from 
your startled typewriter. 

The test should be well arranged on 
the sheet, perfectly typed with even strok- 


ing of the letters, have even margins 





Please write for yourOGA 
Contest Entry Blank now. 
Contest closes March I, I96I. 














around the copy and. of course. clean 
type. The ribbon should be good, too. 
Erasures and. strikeovers are not per- 
mitted. In sum: your test should be artis- 
tically typed with neatness and accuracy. 
Note, too, an added benefit. Senior mem- 
bership in the OAT certifies you as a 


qualified typist. 


Incidentally—-of office typist who en- 
rolled in night school and increased her 
speed to 100 must have been a persistent 
gal. Having only fifteen minutes during 
her luncheon period to practice her typ- 
ing. she was forced into developing a 
great deal of concentration. 


“L gave full attention to the copy.” she 





told us. “and didn’t notice that the boss 
had stepped into my office and was stand- 
ing behind me. Pretty soon | became con- 
scious of an ‘echo. Looking up, I dis- 
covered him tapping each stroke with his 
pencil as | typed. We both laughed. but 
added $20 a 


I guess he approved: he 


month to my paycheck!” 


OGA 


Pe nak de 
JUNIOR = =- > 


(Order of Grega Artists) - 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


N 
You may copy line for line or 
in narrower columns: you may use| ai é oa 
either blank or ruled paper. Shorthand — + = A C_2 ac A, 
notebook paper is fine. | . 
Your writing may earn you a 
Junior O G A certificate or pin. 


OGA 


ae 


SENIOR fv fg A 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant. and very smooth joinings. 
If you can qualify by penning a 
cood copy of this material, 
you will get the 
Senior O.G A certificate or pin, 
thereby becoming - 
a full-fledged member of 
the Order of Gregg Artists. 
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ON ACCURACY 


I didn’t know that accuracy was important. My business 
teacher told me this was so, but I didn’t believe her. 

Everything I do calls for accuracy. I must take accurate 
notes, transcribe accurately, take accurate data on telephone 
calls, keep an accurate record of appointments, be accurate 
when typing any figures, be accurate in a million and one 
other things that a secretary is called upon to do. 

My boss doesn’t have time to read my letters carefully to 
see that I do not have any errors in spelling or punctuation. 
Even if he had the time, he wouldn’t want to be bothered with 


such details. He wants his letters transcribed right the first 











time. If I don’t, he might begin to read my typewritten letters 
more careiully until he finally lost all faith in my work and 
ability. 
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important to endeavor not only to be learned, but virtuous. 
fT am resolved that no Wisrerr shall 
make me swerve from what I of duty. 
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JUNIOR 


(Order of Artistic Typists) 





Center this article attractively on 
' a full sheet of plain white paper. 
: Retype it as often as you wish 
' and then submit your best 
copy for an award. 


Your entry will be judged for 
: good placement, accuracy—no 
strikeovers or typographical errors, 


‘ neatness (type clear and clean), 
' correct spelling and punctuation. 
Also, no erasures are permitted. 

' 

' 


To Get Your Award 


Mail your work to the Gregg Awards Depart- 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by the 
correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT or 50-word CT 
pin; 75 cents for each higher-speed CT award. 
® Be sure your name and address appear on 
your paper. © Any group of papers submitted 
should be accompanied by a typed list of 
names, designating the award desired by each 
candidate. © Test applications received with- 
out fees are held thirty days only. © Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 


follows: “I hereby certify that I timed this 


test for exactly ten minutes and that it 
was written in accordance with the rules.” 
' e February copy is good as membership tests 


for OAT. Cl (page 12) and OGA awards 
until March 25, 1961. 


ode 
SENIOR 


This month you can make good use 
‘ of your typing ingenuity by 

arranging these maxims as 

attractively and effectively as 

you can. But be sure you make 


all the corrections indicaied. 


When you have typed your best 
copy, send it to us for 
an award. 


4l 





FEBRUARY 
com petent typist lest 


THIS COPY SHOULD BE DOUBLE SPACED 
The time of Elizabeth the First was 
an exceptionally rich and inventive 
one for fashion. But despite the fine- 
ness of the fabrics worn, the incredible 
variety of colors used and the imagina- 
tive shape of the clothes, the dandies, 
both men and women, wanted more. 
It was not enough to saunter about in 
huge skirts shaped like bells that 
swept the floor with every step. It was 
not enough to parade in large puffed 
sleeves that helped to emphasize the 
smallness of a lady’s waist. And for 
the men, it was not enough to sport 
beards or colored trunk hose of silk or 
beautifully fashioned doublets. 

The Elizabethans wanted more. 
They wanted glitter, shine and excite- 
ment, so they turned an imaginative 
eye on the problem of accessories. 

Foremost among the varied types of 
ornamentation was jewelry. Precious 
stones and gems of every possible type 
were sewn onto gowns or set in con- 
trast against the rich, somber fabric of 
an expensive surcoat. Rubies, emer- 
alds and diamonds were placed amid 
milady’s curls or upon milord’s cap. 
Narrow gold chains, since heavy links 
were somewhat out of fashion, were 
worn about the neck or, in the case of 
a woman, about the waist. From these 
chains were suspended lockets, tiny 
miniatures or precious stones. Ear- 
rings were popular with both men and 
women, but the true gallant of the 
time wore just one earring. This was 
usually the gift or mark of someone he 
honored highly. 

Where nature had not been too kind 
in the matter of abundant or interest- 
ing hair, wigs came into vogue. Eliza- 


WORDS 
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14 


90 


98 
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vou copied completely and add 1 for each additional 5 stroke 


s 


\ 





impute speed, note the number indicated at the cud of the last line 


s tuped, To 


et the gross speed, divide total bu number of minutes; or, to 


get net 


wT) 
peed, subtract 10 for each error before dividing bu number of minutes. 
lore than five errors disqualifies a Competent Tupist Test for an award 


WORDS 
beth herself was said to have worn a_ 313 


wig because she suffered from scanty 321 
hair as she became older. Her two fa- 


328 
vorite colors—red and a saffron shade. 336 

One of the fashion trademarks of her 344 
reign was the ruff. It was at the begin- 352 


ning of Elizabeth’s reign that an am- 
bitious woman first brought the secret 367 
of starch into the country. Starch 


374 
spurred the growth of the ruff froma _ 381 
modest piece of material circling the 389 
neck into a larger and larger piece of 397 
ornamentation. For the lady who did 404 
not like the ruff, there was always the 412 
very large, very upstanding collar,and 420 
for the gentleman, an equally large but 428 


flat collar that lay on his shoulders. It 437 
was all made possible by starch. 

So important did the making of this 
ingredient become that the woman 457 
who first pioneered it across the na- 


465 
tion set herself up in business, teach- 472 
ing her methods to young ladies of 479 
the time. Initially, these methods and 487 
the upstanding collars and large ruffs 495 
were limited to the upper classes. It 503 


took several years before this vital in- 511 


formation filtered down through the 518 
different layers of society to the mass 526 
of the people. 529 

These fashionable touches, collars 536 
and ruffs, were at first creamy incolor 544 
because the starch itself was a tinted 552 
yellow. Eventually another color be- 559 
came the vogue. This was a light blu- _ 567 
ish color, not unlike that of today. 574 

At length, so eager for rich materi- 581 
als and accessories did the English 588 
aristocrats become that the domestic 5% 
manufacturers complained to the 602 
Queen. 603 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


WRITTEN ESPECIALLY FOR GREGG AWARDS CANDIDATES BY AMELIA BUTTERLY 


42 


TODAY’S SECRETARY 








TRANSCRIBING 


2—z/ O’e @ - a 
Ca at Ov. 


i 


———, 


all Sr 


—Et - & Kev aw ew 


speed practice 


a eM 
eo Pdi 


enr @ 7 * —Q-— —e- 278 
rdw oer Orne YH 286 
MOP cai FP oe AP ee 297 
7h ye oO 305 


mw w~ Ge 2 oa 385 
ee ee ae ee 391 
a a ae 2 heoo7.~ 400 
y ee —_ 7. 5 At 410 


DP desing 0H eal 44 451 
a tl c (O . A nile 459 


ned “ o~t oA, Pa er , ci 
. mie Bw ae 480 


— a a io 490 
we, iste X 496 
ee i LG 3: ‘ 502 











RANSCRIPTION 
CORNER 


When proofreadina a letter, it's important to check it for 
accuracy —and sense. So don't look for only typographical 
and arammatical errors in the letters below. The ansiwers 


are on pade 





oO 


Dear Miss Jones: 


Have you given any though to your 
vacation plans for 1961? Maybe you 
haven't picked the place as yet, but it's 
not to early to start saving for your 
next vacation at the Mutual Savings Bank. 
A weekly deposit of $5 or ten dollars can 
add up to a nice some by July l. And-- 
interest is 3 3/4 per cent a year, com- 
pounded quarterly. 


What about Christmas, 1961? If 
this Christmas found you short of cash, 
open a Christmas Club at the Mutual 
Saving Bank and prepared for holiday 
purchases this year. You can start a 
Christmas Club for $1, $2, $3, $5 and 
$10 a week. 


Isn't either of the above a good 
reason why you should visit the Mutuel 
Savings Bank very soon? 


Cordially; 
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Dear Mr. Johnson: 


May we invite you to consider the 
Hotel Knickerbocker when planning your 
next annual convention. You will find 
our location very convenent and just 99 
steps from Main Boulvard. 


The Hotel Knickerbocker is the new~ 
est in Erie and boasts a thousand modren 
bedrooms and suits, all air-conditioned 
and equiped with television, radio, runn-~ 
ing ice water and beautiful furnishings, 


In addition, special rooms are 
available for groups number from 20 to 
800 persons. These rooms have been 
redecorated and offers the finest in 
styling comfort and service, 


We would be more then happy to dis- 
cuss your convention requirements at 
anytime that you may find it convenient, 


Sincerely yours, 

















Gossary AND /ocasutary 
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THE BRAIN PICKER--page 36 
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penthouse 

penguin fy--».. 
ruthlessness ee 
luxuriously —~ hy 
copilot is 1 
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adroitly nell 
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headwaiter 
affably 
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amenities 
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COEXISTENCE--page 45 


mastication 


C7) 


27s > 
~ a | 

9b, 
eases 2 


recesses a 
psychological Ca ~ 


rhythmically 
anatomy 
perseverence 
tenacity 


exhausts 


propulsion 


dramatically 


4 
indefatigably Spe Z 
alcoholic oe 
intriguing — 


1COPILOT (spelling): One word, as coeducational, coheir, 
coexecutor, coinsurance. 


2 AMENITIES (meaning): Acts, pursuits or the like expres- 
sive of, or conducive to, pleasantness or smoothness 


of social relations. (Do not confuse with ENMITIES, 
which means hostilities or animosities.) 


3PERSEVERENCE (spelling): Adherence, diligence, inher- 


4INDEFATIGABLY (meaning): Tirelessly, unwearyingly. 


TODAY'S SECRETARY 





7“ jm « CC pam 
~y 2. um” J > 
| look up Ce pk et a 
et a. wr 
ae 2 FT LE 
le ne oo 4 


ae Fo. a 


46 











tL, ya % oF We 
Pee ae a 
~2-..e7- Gs 


a ‘ 
2  -—D «> "Nothanks! 2 ~ 


Pe ln” ae 


i ne ee r O 
ed PY 
ig oe a , ne 
— 27 7 a > dest 

(Continued on page 50) 
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> It didn't seem possible 








Legal 


abandonment — The relinquishment or surrender of a right 


or of property, with intent not to reclaim; desertion. 


abrogate — To annul, void or repeal. 


abscond—To flee secretly; to hide or absent oneself with 
intent to avoid legal process. 


acceptor supra protest — The party who accepts a bill of ex- 
change after it has been dishonored, for the honor of the 
drawer or of one of the endorsers. 


eccord and 
claim. 


sctisfaction- The settlement 


of a disputed 
accretion — Growth by natural enlargement, as an addition 
to land by a gradual deposit of soil along its border. 


adjective law — The rules of procedure or practice by which 
the law is administered. 


adjudication — A decision or ruling on a case by a compe- 
tent court before which the case has been heard. 


admiralty — A 
cases. 


court that has jurisdiction over maritime 


adverse possession — Possession of real property prejudi- 
cial to the right or the title of another. 


affidavit — A written statement, signed by the person mak- 


ing it and sworn to by him before a person authorized by 
law to take oaths. 


aleatory — Depending on an uncertain event or contingency. 


allegation — The statement, assertion or declaration of a 
party to an action, made in his pleading, concerning the 
things that he expects to prove. 


allonge — A piece of paper attached to a negotiable instru- 
ment on which endorsements have been made when there 
is no room on the instrument itself for such endorsements. 


annulment = The dissolution of a marriage contract under 
conditions and for grounds different from those used in a 
divorce action. 


antedated — The dating of a written instrument previous to 
the date on which it was created and issued. 


appellant - A person who appeals a decision to a superior 
court. 


appurtenance — That which by its nature belongs to and 
goes with real property. 


orbitration— The settlement of a dispute by third parties 
who are chosen by the parties to the controversy. 


arraign — To bring a prisoner into court for the purpose of 
reading the charges to him and requiring him to plead. 


assignee ~The person to whom property or rights have 
been transferred or assigned. 


assignor— The person who transfers or assigns property 
or rights to another. 


attorney in fact—An agent; a person appointed by another 
to make contracts for him. 


beneficiary — One who is entitled to the income or to the 
enjoyment of property, the title to which is held by an- 
other as trustee. 

bona fide —In good faith. 

boycott-A concerted action between persons to discon- 
tinue dealings with other persons who refuse to comply 
with their requests. 


caveat emptor — Let the purchaser beware. 
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COMPILED FOR TODAY'S SECRETARY BY R. ROBERT ROSENBERG 


cestui que trust — The beneficiary under a trust. 


choncery — A court of equity as distinguished from a court 
of law. 


chose in action— Personal property than can be reduced to 


possession through court action. 
codicil — A formally executed addition to a will. 


collateral security —- Property pledged as additional secur- 
ity for a debt. 


composition—An agreement between an insolvent debtor 
and his creditors whereby each creditor is to be paid less 


than the amount of his claim. 


confiscation — The appropriation by the state of private pro- 
perty for public use. 


consanguinity — Blood relationship. 
contributory negligence — Negligence of the plaintiff that, 
combined with the negligence of the defendant, was the 


immediate cause of the injury complained of. 


conversion — An unlawful assumption and exercise of owner- 
ship over property belonging to another. 


conveyance —An instrument transferring title to real prop- 
erty. 


corporeal — Having a material existence; physical; tangible. 


corpus delicti- The body (materia! substance) upon which 
a crime has been committed. 


corpus juris — The body of law. 


curtesy — The life estate given by law to the husband in all 
real property owned by his wife on her death, 


decedent — A deceased person, 
de tecto— As a matter of fact; from the fact. 


de jure — That which follows all the requisites of the law 
in the establishment of an obligation or right. 


del credere — An agreement by which an agent, when he sells 
goods on credit, guarantees his principal that, if the 
buyer does not pay for the goods sold, the agent will pay. 


demurrer— A formal mode of pleading that admits the facts 
but denies that they have legal effect. 


deponent- One who makes an affidavit swearing to the 
truth of the information given by him. 


dower— The life interest of a widow in the real property 
owned by her husband during marriage. 


duress — Dominating the will of a person by force or com- 
pulsion. 


easement — The right that an owner of land has to use the 
land of another for a special purpose. 


embezzlement—The fraudulent appropriation of money or 
goods by one to whom they have been entrusted, 


emblements —Crops produced annually by labor and indus- 
try; the right of a tenant to harvest crops that mature 


after a tenancy terminates. 


eminent domain — The right of the state to take private pro- 
perty for public use by paying a fair price for it. 


encumbrance—A lien or liability that is attached to property. 


equity of redemption—The right of the mortagor to reclaim 
his property after the time of payment has expired. 


escheot — The reversion of property to the state if the owner 
dies without legal heirs. 
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escrow -The delivery of a deed or other instrument to a 
third person to be held until certain conditions have been 
fulfilled. 


estoppel —A rule of law precluding a person from asserting 
certain facts because of his prior conduct. 


executor—A person named in a will to carry out its pro- 
visions. 


extradition — The surrender by one state or government to 
another of a person charged with a crime. 


facsimile —An exact reproduction or copy. 


felony —A crime of a serious nature, usually punishable by 
death or imprisonment. 


femme sole —A single woman. 
fiduciary—One who holds a position of trust and is invested 
with rights and powers to be exercised for the benefit of 


another. 


foreclosure—The act of selling by court order at public sale 
property on which the mortgage has not been paid. 


forgery — The act of falsely making or materially altering a 
document, with intent to defraud. 


garnishment — A process served on a third person who holds 
the property of another, ordering him not to deliver it to 


the owner but to hold it subject to a suit by the plaintiff. 


gvaranty — A promise to answer for the debt, default or mis- 
carriage of another. 


habeas corpus—A writ issued by a court commanding a 
person who has the custody of another to bring him before 
the court at a certain place and time in order that the 


court may determine whether the detention is lawful. 


imponel — To list the names of citizens who are to be 
present for jury duty. 


incorporeal — That which is intangible; without body or sub- 
stance. 


indemnity — An agreement by which one person engages to 
secure another against anticipated loss or damage. 


indenture — An agreement under seal between two or more 
parties. 


injunction—An order issued by a court of equity forbidding 
or commanding the performance of a certain act. 


in personam—An action against a person, as an action for 
damages resulting from a tort or breach of contract. 


insolvency — The state of being unable to pay one’s debts, 
intestate — A person who dies without leaving a valid will. 
in transitu— In transit; during passage. 

ipso facto — Of itself; by the fact or act itself. 


irrevocable — Incapable of being recalled or revoked; un- 
alterable. 


jvrisdiction—The legal authority of a court to render a bind- 
ing decision. 


legacy —A gift of personal property by will. 


lien—A right of a creditor against specific property as se- 
curity for a debt. 


life estate — The right to use or to receive the income from 
property for life. 


liquidated damages — An amount that has been agreed on by 
the parties to a contract, to be paid as damages in case 
of breach, 


lis pendens—A suit pending; actions not yet tried but enter- 
ed for trial at some later date. 


litigate — To carry on a suit; to contest in court, 
locus sigili— Latin for ‘‘place of the seal.’’* Also indicated 
by the abbreviation ‘‘L.S.’’ Used in the execution of con- 


tracts for the sale of interest in real property and other 
property. Not required in all states. 
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malfeasance — An illegal act. 


mandamus —A writ served to compel a person to perform 
some official duty. 


misdemeanor — A minor crime as contrasted with a felony. 


misfeasance — Failure to perform properly a duty prescribed 
either by law or by contract. 


mistrial —A trial which has been declared void because of 
errors in law or fact arising during the prosecution of the 
case. 


nolo contendere—A plea by one accused of a crime in which 
he offers no legal or factual defense to his acts, neither 
does he plead guilty. 


non compos mentis —Not of sound mind; insane. 
nonfeasance — Failure to perform an obligation. 


notary public — A public officer authorized to attest and 
certify certain classes of documents. 


novation — The substitution, with the consent of all the 
parties concerned, of a new debt or obligation for an 
existing one. 


perjury — The intentional giving of false testimony under 
oath as to some material fact in a legal proceeding. 


personalty — Personal property, as distinguished from real 
property. 


pleadings — The formal written allegations setting forth the 
claims and the defenses of the parties to alawsuit for the 
judgment of the court. 


post mortem — After death. 
power of attorney —A written instrument by which a prin- 
cipal appoints an agent and empowers him to contract for 


the principal. 


prima facie evidence — Evidence deemed by law to be good 
and sufficient on its face to establish a fact. 


probate — The legal procedure of proving a will. 

punitive damages — Damages in excess of actual damages 
incurred by the plaintiff, awarded as a measure of punish- 
ment for the defendant’s wrongful and malicious acts. 

qvasi contract — A contract implied by law, not by fact. 

quo warranto — A judicial writ commanding a person to show 
by what right or authority he occupies an office or ex- 


ercises certain power. 


recognizance — An obligation of record; a bond for the ap- 
pearance of a prisoner. 


replevin—An action to recover possession of specific goods 
wrongfully taken or detained. 


specialty — A contract under seal. 


subpoena — A written order commanding a person to appear 
in court to testify in a legal action. 


subrogation — The substitution of one person for another as 
a creditor. 


surrogate—The judge of a probate court who has jurisdiction 
in matters affecting wills, the administration of estates 
and the appointment of guardians. 


talisman — A qualified person summoned by the court to 
serve on a jury. 


testator —A person who makes a testament or will. 
trover — An action by the owner of personal property to re- 
cover the value of the property from one who has its 


wrongful possession. 


usury — A rate of interest, higher than that established by 
law, charged for the use of money. 


venire — A judicial order used in summoning a jury tor a 
court trial. 


venuve— The place in which an injury is declared to have 
been done; the place of trial. 
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shorthand 
simplified 


PUZZLE 


(Through Lesson 15) 
prepared by Ruth H. Smith 
Maine Twp. High School West 
Des Plaines, Illinois 


HORIZONTAL 


A woman's title 


. Gave food to 

. Hostility 

. Acurved bone 

. Singly; only 

. Amusical instrument having four 


strings 


. A fresh set, as of men, to relieve 


a tired set 


. Asleeplike state such as that of 


deep hypnosis 

A flower—the floral emblem of 
England 

Kingdoms 

A large, late-spring flower 

One skilled in a technique 

Hotel 

A scolding woman 

Large bodies of salt water 

To look at 

Allowance made for the weight of 
a container of goods 


Solely 

Abbreviation for a car 
Wager 

To steal 

Prefer to; more willingly 


More impoverished 

A broad street 

Mistake 

To rescue or to safeguard 

Fragrant oil distilled from rose 
petals 

That part that connects the head 
and the trunk of the body 

Exchange goods for money 

Form an opinion without evidence 

A man’s title 

A toothed wheel or cogwheel 

A contest of speed 

Large body of salt water, less 
than the ocean 

To make richer 

To send away or discharge 

In company with another 

Pointed weapon used with a bow 

Images or likenesses 

Rotary devices for winding cord 

Fractured, as an arm 

Stringy 
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73. To boil slowly 53. Intending precisely what one says; 
74. A fit of fury genuine 
75. To dispatch 55. Moral excellence 
76. Two things of a kind 57. Safe 
59. An Eskimo house 
VERTICAL 60. Price asked for something; a verbal 
1. To abuse promise to pay at a later date 
2. Make a prolonged, blustering sound 61. Platform built out from the shore; 
3. A blow delivered with the open hand space between two piers (plural) 
5. Poetic for evening 62. To cease from motion 
6. Arecord of daily events 64. Very moist 
7. Point of the compass, opposite the east 66. To use oars 
8. Have a legal right to 68. To refund 
9. A savory dish served to stimulate the 70. Body of water partly enclosed by land 
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appetite 


. A shade tree 


A container made of interwoven strips 
The first letter of a name 


Not high 
Small birds 
Grief 


A building or room where work is done 

Middle of the day 

A pleasure boat 

One who relates a story 

Work performed for the benefit of another 

A wanderer 

A masculine name 

An original writer (plural) 

To boast 

Past participle of be 

At what place 

Objective case plural of personal pronoun 
of the first person 

Dig up 

One who practices an art, but not 
professionally (plural) 

Opposite of late 

Organ of hearing (plural) 

A vessel in which oil is burned through a 
wick 


71. Leg joint 
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PICKER Continued from page 37 
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MONEY Continued from page 21 


both of which have an excellent repay- 
ment record. 

Inevitably there are some complaints: 
that Americans abroad do more to en- 
gender fury than friendship by huddling 
together in chromium-plated clumps with 
a glass in one hand and a copy of the 
Vew York Times in the other: that they 
manage no more than pig Latin or pidgin 
English but still consider themselves 
above learning the language of the coun- 
try: that funds are frittered away build- 
ing bridges from Nowhere to Noplace 
while the people lack the necessities 
of life. 

Undeniably. there is some truth to 
this, but on the whole the foreign aid 
program—at least in theory and often in 
practice—has proved intelligent, espe- 
cially when intelligently handled. Proof 
of this can be seen in isolated situations, 
such as the reaction of India to President 
Eisenhower's recent gift of wheat. Fur- 
ther proof is apparent in the financial 
condition of our former allies. It is 
(America now which is retrenching in the 
midst of French cars and West German 
capital. 

Deficit dollars are a problem, but a 
bigger one now is the outflow of gold, 
that stabilizing influence which gives the 
Government credit and the = currency 
value. Any secretary planning the great 
burglary of the century had better hop 
to it. At the rate funds are flowing from 
Fort Knox, breaking and entering may 
soon yield nothing more stimulating than 
a prison sentence. 

This is not, however, to intimate that 
the working girl should pack up her files 
and her firm and head for the wide-open 
spaces. While this country holds only 
6 per cent of the world’s population, 
it is still sitting on almost fifty per cent 
of the world’s wealth. 

Exactly where this wealth is going 
depends on two things: the working of 
the economy and the outcome of the 
vreat dollar duel between liberals and 
conservatives. 

Next month: Where? 
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NOW: 
YOUR 
SPIRIT 
DUPLICATING 
CAN 

BE AS 
CLEAN AS 
THIS 

PAGE 


The degree of cleanliness achieved by new Columbia Plastisol 








Spirit Ready-Masters was but a few years ago only a laboratory 
dream and a typist’s hope. 


This new cleanliness is the product of Columbia research and 
development. It is obtained by the use of chemically integrated 


dyes suspended in plastic composition. 


In preparation, handling and duplicating of all types of masters 
from simple carbon units to complex forms for office systems 
applications and data processing, cleanliness is the word— 


figuratively and literally. 


In addition to cleanliness the user is assured crisp, clear copies 
throughout the duplicating run. Long highly uniform runs and the 
ability to re-run are added assets. And the new Plastisol Spirit 
Ready-Masters go into action immediately—no build-up with the 
resultant waste of paper. 

Whether it's in flat sheets, master units, continuous forms, tele- 
typewriter rolls or interleaved sets, a Plastisol spirit carbon will 
handle the job. Get this new cleanliness. Get Columbia Plastisol 


Spirit Duplicating Masters. 


For free demonstration consult yellow pages for Columbia 
dealer nearest you. For further information write to “Plastisol 
Division” at their address below. 


PLASTISOL SPIRIT MASTERS 
BY 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 


Columbia Ribbon & Carbon Pacific, Inc.; Duarte, Calif, 
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JET PILOTS Continued from page 19 

Beverly decided to go back home to 
River Falls. Wisconsin, to await the day 
she would be able to join Gordon in his 
“Why 


what you can line up for me in Taipei?” 


overseas station. don't you see 
were her parting words. 

Two weeks later she received a letter 
“Have 


teach = in 


postmarked Taipei, Taiwan: 


signed contract for you to 
Taipei- American S« hool—Love. Gordy.” 
To Taiwan went the frantic query. 
“What am | teaching and what is the 
Taipei-American School?” 


Back 


s¢ hool had 


that the 


founded a few 


came the information 


been years 
before by a group of Americans and some 
wealthy Chinese who wanted their chil- 
dren to have a Western education. Bev 
would be teaching the seventh grade. 
Armed textbooks 
from her River Falls Alma Mater as she 


arrived in Taipei 


with as many old 
could carry, Beverly 
on a Friday. That very day there was an 
urgent note in Gordy s mailbox. “When 
is your wife arriving?” 

The following Monday. Beverly learned 
the reason for the urgency, The teacher 
whom she was to replace was going to 
become a mother. “Everyone had their 
fingers crossed that I'd arrive before the 
stork!” 

There were thirty-eight pupils in the 
American. Chinese, Korean, Tai- 
White 


Beverly admits that she never worked so 


class 
wanese. German and Russian. 
hard in her life for $150 a month. 
After 
(Bev taught for eighteen of them), the 
Cassels United States 
assigned to Lake 
Mead Navy Base just three miles north 
of Nellis The 


young couple moved into Government 


twenty-six months in Taiwan 
returned to the 
where Gordon was 
Air Force Base, Nevada. 


quarters at Nellis and Beverly was ready 
to return to work. 

Her previous Civil Service experience 
carried her into a job in the typing pool 
at Nellis AFB. One of her first: assign- 
ments was as a temporary typist in the 
installations section. One day her boss 
turned to her and said. “Too bad you 
arent a secretary, I'd like to keep you.” 

“Oh, but | am.” Bev shot back. 

The job was hers and lasted until the 
day in 1958 when she was scheduled for 
an interview as secretary to the Informa- 
Officer. 


dear, it’s 


tion “Don't pass this one up, 
fascinating work,” a friend 
advised. 

Bev didn't pass it up. She arrived at 
the Information Office in the midst of a 
worldwide Fighter Weapons Meet held 
every two years at Nellis. Plunged into 


52 


the center of Public Information activity 
that included meeting the demands of 
dozens of newsmen assigned to cover the 
radio and_ tele- 


meet by newspapers, 


vision, Bev’s introduction to her work 
was to learn the hard way—through 


experience. 
Having survived the Weapons Meet. 
she settled Public 


Information business in an office where 


down to learn the 
routine is practically unknown and each 
day brings some new challenge that isn't 
in any book written for secretaries. 

It was this experience that lead her ¢o 
hope for the job with the Thunderbirds. 

She first heard through the well-known 
grapevine that there might be an open- 
ing for a secretary with the famous aero- 
batic team. There was nothing definite. 
but she determined to be available for 
the job if it became a reality. She turned 
down three promotions—just hoping. 
When the job finally did open last Jan- 
uary there was still no guarantee that it 
was hers. There were others on the pro- 
too, but Bev had the Public 


Information experience the Thunderbirds 


motion list. 


were seeking. 

Being a member of the Thunderbird 
family means that. for the first time in 
her career with the Air Force, Beverly 
is intimately associated with flying. It 
has opened up a strange, new world 
one in which she must once again learn 
by experience. 

Although she knew that the Thunder- 
birds spend considerable time in the air. 
it never occurred to her that she. too. 
might take to the skies. 

That's why she kept right on working 
the day Captain Everett stopped at her 
desk and said, “Better go out in the back 
room and find yourself a flight suit.” 

Five Captain 
Everett returned to find Bev still at her 
desk. “Find a suit all right?” he asked. 


“You mean you weren't just joking?” 


minutes passed and 


Assured that she was to fly to Indian 
Springs Air Force Base where the Team 
was to make a practice mission, Beverly 
eagerly donned a borrowed flight suit, 
boots and jacket (complete with captain's 
bars). Over this she added a very un- 
military head scarf. 

It was her first flight in an Air Force 
C-123 


cargo plane used to carry members of the 


aircraft—a Provider, the giant 


maintenance team and supplies when 
the Thunderbirds take off for faraway 
Indian Springs, the 


places. Once at 


Team flew their practice mission and 


Bev's pencil flew over her shorthand 
book as she made notes for changes in 
the narration. 


Since then she has made a number of 





flights—all in the line of duty. Through 
them she has become ever more proud of 
the organization for which she works. 
Bev has good reason to be proud... . 
The Thunderbird family consists of 
a hand-picked crew of the finest mechan- 
The 


pilots fly their supersonic F-100 jets in 


ics and pilots in the Air Force. 
a close diamond formation and in aerial 
gymnastics designed to demonstrate the 
speed and maneuverability of the planes. 
the close co-ordination necessary in 
actual fighter tactics and the ultimate in 
precision flying. Since their first per- 
formance in 1953, the Thunderbirds have 
travelled more than 1.500.000 air miles 
and thrilled more than 31 million spec- 
tators with their precision flying. Earlier 
this year. they were awarded the Mackay 
Trophy—one of aviation’s highest awards 
—for their good-will flight to the Far 
East. including Japan. Taiwan. Okinawa. 
the Philippines and Hawaii. 

Engaged in a demanding, serious busi- 
ness in the air. the five jet pilots are apt 
to become a bit boisterous when they 
have a few days of relaxation on the 
occasion, team 


ground. On one such 


members tossed a few _ firecrackers 


around. One landed very close to Bev- 
erly. There was an explosion, a moment 
of stunned silence, and finally the voice 


Major Fitz- 


gerald, asking quietly, “Would someone 


of Thunderbird Leader, 
please scrape Beverly off the ceiling so 
she can go back to her work?” 

It's quite a job being Girl Friday to a 
gang of jet jockeys. “Its hard work, but 
wonderful fun, too.” says Bev Cassel who 


anyvw here. 


with 


wouldn't trade anyone, 








GIRLS AND HATS 


Cover: From desk to theater date— 
one secretary’s version. Barbara Sperl 
of General Dynamics wears a_ black 
sheath for daytime, dresses it up at 
night with jewelry, white gloves and 
a hat—a draped turban of shiny black 
strawcloth. 


Page 31: 


glamorous 


to look 
General 


Jackie Rose 


after a 


likes 
day at 
Dynamics. She gets her wish—thanks 
to a pouff-y black dress, an evening 
hat of pink roses misted by veiling. 
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BUSINESS WORDS 
OF ANCIENT ORIGIN 


OQ" of the first forms of writing paper was made from 
an Egyptian plant that could be soaked in water 
and then pressed into sheets of writing material. The 
Latin word for that plant was papyrus—and from it our 


word “paper” originated. 





Is your office ever a veritable bedlam? An insane 
asylum in London, established in the 15th century, was 
titled St. Mary’s of Bethlehem. The noise and confusion 
of that lunatic asylum gave us the word “bedlam.” 
which can sometimes be applied to an office, quite ap- 
propriately. 





The less-educated merchants of Rome figured out 
their profit-or-loss position by using calculi (meaning 
little stones) to represent specified amounts of money. 
This mathematical use of such calculi led to the word 


“calculate” The Roman word scedula 


in our language. 
meant a small slip of paper on which notations were 
made. When you are told to see that letters go out on 
schedule, the instruction goes back. really, to the Roman 
scedula, which became used for pretty much the same 


purpose of keeping business matters in timetable order. 





The “Qahwah” Break! 

Legend claims that the Arabs were the first people to 
brew coffee, after observing the exhilarating effect the 
coffee beans had on their goats. who ate the beans right 
from the bush. The Arabs gave the name gahwah to the 
drink they brewed from the beans. Incidentally, it was 
regarded as a gift from heaven, designed to help men 
stay awake during the lengthy religious services of 
Mohammedanism (it helps on a dull day at the office, 
too). When the drink was introduced in France, the 
French adopted the Arabic name for it but used their 
own spelling of café, from which we derived our “coffee.” 
Remember that on the next coffee break. 

In early English, the word lunshin meant a lump of 
food. The spelling was later refined to luncheon, but on 
a 35-minute break during a busy day, luncheon still 
means just a lump of food, doesn’t it? 

When you eat a piece of candy during office hours for 
a quick pickup, you might want to note the fact that the 
ancient Indian word for lump sugar was khanda. The 
Italians took over the word and changed it to candi— 


pretty much its present form in the English language. 





When the Dutch colonists founded Manhattan, the 
experienced workman who showed apprentices how to do 
a job was called a baas—a Dutch word meaning master. 
Time and the tide of British colonization turned that 
Dutch word into our present-day “boss.” 
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The greatest 
thing in 
carriages 

since 


babies 








high qulity WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a ‘*Time-Saver"’ courtesy carbon copy 


F. S. Webster Company « 17 Amherst Street « Cambridge, Mass. 











SESAME 


graduate 


Continued from page 29 


“What can you do with phi- 
losophy?” is a common wail—"and these 
tools.” Cynthia adds, “aren't an end, but 
a foot in the door, and one is unrealistic 
to discount them.” 

\s a government major. with a wide 
background in economies and history, she 
was active in student government. But, 
typically, her interests span much more— 
modern art, classical music and athletics. 
She looks to the program—to Miss Lock- 
wood and Mr. Boudreaux as its mentors— 
to help her find her niche within the 
company. “Most of us know where our 
interests lie in subject matter. but we 


aren't sure where we can put our apti- 


tudes to best use. The company will have 
to show us.” 

For Nancy Prescott, a Wellesley grad 
whose big goal is writing. her invaluable 
English and Biblical history specialty was 
anchored, in her opinion, by the training 
program. Besides being enjoyable, the 
course is necessary from a business point 
of view. Her interest range shows the 
caliber of Mr. Boudreaux’ students: “Ive 
always wanted the opportunity to go 
often to concerts, the operas and theater. 
Now that I share an apartment in the 
city during the week, I'm able to do this. 
New York also offers terrific educational 
opportunities in fields I haven't explored 
yet.” (She hopes to take an economics 


course this semester—‘“to help me man- 





You're seeing a miracle 





Smathers is smiling! 
“Erase Without a Trace’’® with A.W.Faber’s 


GRASER S7IK 


The original pencil shaped grey eraser 
— always the best point for erasing. 





Is it fair to call your superior an “old grouch” because he 
refuses to sign letters with erasures that show ghosts and 


sloppy strikeovers? 


But now Smathers is all smiles. 


ling letter he is proud to sign. 


ERASERSTIK will open the door to typing perfection for you. 
Sharpens to the point you prefer—blunt, medium or slender. 
ERASERSTIK with brush, 20¢—at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER # 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 
A.W.Faber-Castell 

Pencil Co., Inc., Newark 3, N. J. 
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His secretary has dis- 
covered ERASERSTIK. She has just handed him a crisp, spark- 
With ERASERSTIK she was 
able to erase without a trace. It lets you get into tight places 
to remove one letter without blurring the whole word. 
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headed the 
student branch of her college publicity 


age my finances.”) Nancy 


office and hopes to work into writing here. 
so its natural that her first love is fic- 
tion. Favorite writers? Dostoevsky and 
Faulkner. 

While training. the girls earned seventy 
dollars a week and received raises as 
soon as they took their permanent places 
within the company. All June graduates, 
the group includes Naney and Cynthia. 
Elizabeth Few from Sweetbriar College. 
Lynn Grossman of Barnard, Nancy Schetz 
of the College of St. Elizabeth. Mary 
Quinlan of the University of Michigan: 
and, from Connecticut College. Lenore 
Fiskio, Sally Glanville, Paula Epstein, 
Louise Lane, Laura Pritchard, Jill Reale 
and twins Pat and Joan Wertheim. 
They've been placed throughout the com- 
pany. 

NOW THE BIG QUESTION . . . How effective 
is the practical application of the pro- 
gram with the girls actually on the job? 

Jill Reale worked in the Communica- 
tions and Publicity Department of the 
company before she left to join the train- 
ing program, and at present she’s secre- 
tary to Donald Thompson, advertising 
sales manager of Petroleum Week, one of 
McGraw-Hill’s thirty-odd periodicals. Her 
boss has charge of all the advertising in 
the magazine and his secretary is def- 
initely interested in the business end of 
publishing (. .. appears to be one of the 
few among us who don't care about seeing 
their mental inspirations set down in 
black and white!). 

“I'll give a million pluses to the secre- 
tarial training I've just completed.” Jill 
says. She feels that her situation with 
Mr. Thompson is perfect to gain the 
experience necessary to work into her 
chosen field—advertising or circulation. 
Jill, by the way, is no neophyte in fi- 
nances as they relate to publishing. An 





Key to project on page 44 


Letter | 


Line 1—thought: line 4—too early: line 
5—the phrase, et the Mutual Savings Bank, 
would be better after start saving (other- 
wise it sounds as if the vacation will be at 
the bank!): line 6—$10 (be consistent) : 
line 7—sum; line 13—Savings, be prepared 
or prepare: line 18—Mutual 


Letter 2 


Line 4—convenient: line 5—Boulevard: 
line 7—modern: line 8—suites: line 9- 
equipped, run-ning: line 12—numbering: 
line 14—offer: line 15 
styling: line 16 
(2 words) 


comma after 
than: line 18—any time 
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enterprising young woman, she was co- 
founder (with Pat and Joan Wertheim) 
and assistant business manager of Con- 
necticut College’s current literary maga- 
zine. 

Both Jill and her former classmate, 
Lenore Fiskio. have found that the busi- 
ness skills they ve just received. especially 
typing, are invaluable off the job as well 
as on... “for correspondence,” says Jill, 
and Lenore adds “How I could have used 
my typing skill for those term papers.” 

Lenore majored in classics—a far cry 
from her job on Product Engineering. 
“Its terribly technical, but I love it.” 
She’s secretary to Douglas Greenwood, 
associate editor of PE and editor of that 
magazine's annual, Design Digest. Lenore 
isn't sure yet just what she wants to do 

she’s interested in both editorial and 
but it will be pub- 


lishing, that she assures us. “Research 


production phases 
could be interesting, too. depending on 
what type it is. but as far as researching 
for this magazine—first I'd have to find 
out what all the terms mean.” 
Gradually. though, she’s learning scien- 
tific phraseology. as well as the business 


of editing. How she selected and was 
selected for her job might be said to be 
fairly typical of all the girls in the train- 
ing program. “Thumbnail biographies of 
all of us were sent to department heads 
and those who had vacancies responded, 
either with requests to meet each girl or 
interview certain of the students par- 
ticularly qualified for a specific position. 
When a girl was notified that she'd been 


chosen, she had the right to accept or 





Key to quiz on page 7 
Al's Well That Ends Well 


lL. until: 2. regrettable , Charles's: 
formerly, nickel: 5. 


. SUTTNLISE 
». geniuses: 4. ancient, 


know ledge. 


Add One Letter 
LL 


> 
relapse: 3. a. 


» 


inane, b. insane: 2. a. elapse, b. 


morality, b. mortality; 4. a. 


pleas, b. please: 5. a. rap, b. wrap. 


” 6,,99 


—" « s 


l. b: ~ of & bb:  & 


Choose “a, 


Geographic Holdovers 


a Tu eed, 


Scotland, where many 


Tweed River in 


woolens are woven. 


from the 


2. Hamburg. or hamburger. from Hamburg, 
Germany. 3. Wiener. from the German name 
for Vienna. Wien. 4. Oxford. from the Eng- 
lish university town of that name. 5. Manila. 
because it was first made from Manila hemp 
grown in the Philippine Islands. 6. Turkish. 
Baths of this type originated in the East. 

Plaster of paris, because this substance 
Was originally brought from Paris. 8. Derby. 
the style of hat commonly worn at the an 


nual Derby, 


horse race in England. 
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reject the job. At no time did Mr. Bou- 
dreaux force us into, or talk us out of, any 
job. But we all discussed our offers with 
him and sought his advice. I chose mine 
because PE wanted, besides a secretary, 
someone who could work up to editorial 
assistant—and also because I liked the 
people immediately.” 

Mr. Boudreaux reports that all his erst- 
while students are “doing satisfactorily” 
at their new posts. Certainly, from our 
own observations, in a very short period 
Jill and Mr. Thompson (a distinguished- 
looking executive with an all-inclusive 
smile). Lenore and Mr. Greenwood (a 
jovial Englishman who has an intriguing 
Oxford accent) have achieved an ideal 
secretary-boss rapport. It’s evident in the 


way they work together. 


Peruars Now, until they start training a 
new group of executive secretaries, Miss 
Lockwood and Mr. 
back and relax—even pat themselves on 
the back (if they’re too modest we'll do 
it for them) for a 
brought into reality. 


Boudreaux can sit 


long-term dream 

At this date the girls themselves are 
carrying the ball and on them are pinned 
some very large hopes. Miss Lockwood 
and Mr. Boudreaux expect them to ad- 
vance to editorial, production or promo- 
tion positions. They can foresee in these 
young women some of the best-qualified 
department heads McGraw-Hill has ever 
had. 
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The “I-wasn’'t- born- 
yesterday” type 
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Capable, good-natured, 
nobody’s “yes” girl, she’s a joy 
in every office. That’s why her 
opinions are respected. 
Naturally, she commands a very 
respectable salary. 


This girl is an enthusiastic 
STENOSTIK user. When salesmen 
try to sell her “just-as-good” 
ball pens, she asks: “Is it 
feather-light and beautifully 
balanced like STENOSTIK? Does 
it start fast, flow smoothly 
without skips or clots? Does it 
have a long-tapered grip to 
comfort tired fingers? Can you 
match STENOSTIK’s quality 
for 39¢, 3 for $1?” 


AW Faser STENOSTIZ The Ball Pen for Shorthand Yee 











She wasn’t born yesterday. 
That’s why she is loyal to 
STENOSTIK with its full-length 
cartridge ink supply in blue, 
black, red or green. Join the 
STENOSTIK Club of Superior 
Secretaries today. 


A.W.FABER’S 


STENOSTIK 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 














A SPELLING ERROR 
MEANS 
ZERO IN TRANSCRIPTION 





A spelling error 


on a transcription test always 
means zero. Any spelling error you make in tran- 
scribing a letter makes that letter unmailable. Why 
so strict? Because if you make a spelling error on 
your job, the letter is rejected. That can be quite 
embarrassing. Don’t worry. We can improve your 
spelling quite easily, and without study 

We have gathered together a selected list of 400 
commonly misspelled words thot account for most of 
your spelling errors. These are the very words that 
you misspell on a test, words like occasion, accom 
modate, receipt 

It is very difficult to learn these words by yourself, 
so Lovis A. Leslie, the author of Gregg Shorthand 
Simplified, dictates these words to you from the 
phonograph record, and you write them down. You 
check your written spelling against the correct print- 
ed copy provided, and place your score on the im- 
provement score chart provided. On your next play- 
ing you will nearly always get a perfect score with- 
out any study. Mr. Leslie dictates only 20 words 
ot ao time. 

By following Mr. Leslie's simple instructions you 
learn these 400 words without study. Perfect your 
spelling on these 400 commonly misspelled words 
and eliminate most of your unmailable transcripts. 
Send $4 today for your DDC SPELLING RECORD to 
Dictation Disc Company, Department TS-172, 
170 Broadway, New York 38, New York. 
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11 and 12 COUNTRIES 


Several Departures Weekly from 
New York thru November 


Enjoy a European Grand Tour, visiting England, 
Holland, Belgium, Luxembourg, Germany, Switzerland, 
Liechtenstein, Austria, Italy, French Riviera, Monte 
Carlo, France. Also tours including Ireland or Scotland 
and 3 WEEK JET TOURS available. Tours are all First 
Class in Europe and Personally Escorted—All Expense 
including round trip tourist steamship or economy jet 
fare. Several departures weekly from New York until 
Nov. 10th, on Famous Luxury Liners or Jets. Later re- 
turn if desired. See Your Travel Agent or send for Free 
Booklet. No. 73-E 





MEDITERRANEAN CRUISE 
and Tour of North Africa and Southern Europe on 
American Export and Italian Lines, from $998. See 
Your Travel Agent or send for Free Booklet No. 73-M 








Lov 


56 








~ 
CARAVAN TOURS. Inc. | 


220 S. State St. « Chicago 4, iil. 


Please send Free Brochure as marked below: 
( European Booklet No. 73-E 
C Mediterranean Booklet No. 73-M 


Name 
Address 














SINCERELY 


Continued from page 26 


and 
little checking 


pends largely on the community 


prevailing customs. A 


with the right sources is invaluable. 
Agencies that specialize in. temporary 


help or secretarial services can give you 
a line on their method of charging. Your 
local Chamber of Commerce can often 
put you in touch with others in the same 
line. You can check the papers to see 
what home typists charge and how the 
various businesses advertise. 

“Often you have to cut the cloth to fit 
\ long job like the 


works 


the work involved. 


manuscript generally out better 


for everyone on an hourly basis. rather 
than by the page. Or vou may be offered 
a lump sum. Just be sure you estimate 
find 


whether you are expected to supply the 


your own time correctly and out 
paper, or you might wind up with a loss 
instead of a profit. Some services spe- 
cializing in machine transcription charge 
by the belt or cylinder, but here again 
I think an hourly rate is best. Some 
dictators can pack a whole day's work 
belt. 


through one letter on the same space. 


on one while others deliberate 


“So far as supplies go, your custom- 


ers will furnish their own letterheads 
and envelopes and pay for postage and 
messengers. But you may have to sup- 
ply carbon, onionskin and many other 
You make 


your hourly rate high enough to cover 


essentials. either have to 


these or bill them individually.” 
“When you hire employees. what do 


you consider essential qualifications?” 


“[ assume you mean in addition to 


top-level secretarial skills and telephone 
personality. Number one. I believe, is 
for every employee to realize the para- 
mount importance of keeping the clients’ 
and confidences in- 


business personal 


violate. If any of my employees. or I, 
betray a single one, we might as well 


consider that customer lost for good, to 


say nothing of any business acquaint- 
ances of his. Word-of-mouth advertis- 


ing can be bad as well as good, you 
know. 

“At first, | was extremely concerned 
about education, skills and experience, 
but gradually I realized that loyalty, 
trustworthiness and genuine interest in 
the business were equally important in 
the long run. I’ve learned not te be too 
concerned about age, since very young 
girls can have these desirable qualities 
just as well as older women—and both 
can lack them.” 

“What about the boss herself?” 

“She must have two other highly de- 
veloped traits in order to succeed. The 





first is to be a perfectionist in her work, 
so that everything she does is a topnotch 
advertisement in itself. You never know 
who is going to read the letters, reports 
and manuscripts you type, and new cus 
tomers pop up in the most unlikely 
places. 

“The second is to be completely un 


' Vallee’s 


old theme song. “Your time is my time, 


selfish with your time. Rudy 
my time is your time. is a good one for 
us. You cant expect to keep nine-to-five 
hours, especially when you are building 
up your service entirely with the labor 
of your own hands. People who need 
help usually demand it at the most in- 
convenient times. often with an im.- 
possible deadline facing them. It is a 
tremendous compliment when they turn 
to you to rescue them. Then, as your 
reputation spreads. you find you can't 
banish this aspect of your work just be- 
cause you have more customers and are 
paying your bills regularly. 

“Speaking of working overtime, does 
it bring any personal rewards?” 

“Yes. indeed. There is the apprecia- 
tion you earn which is always genuine 
and heart warming. plus the personal 
satisfaction that comes from special ac- 
complishment. But the extra-special as- 


You 


more confident. more eflicient and more 


sets, | believe, are these: become 
dependable.” 
“Have the 


American businessman to pass along to 


you any observations on 
other women starting their own secre 
trial service, Mary?” 


“Well .. 


temperament to be as extreme or prev- 


| don't find the “executive 


alent as our current literature and mo 
tion pictures would indicate. Unless a 
man is mature and well adjusted, he isn't 
likely to have attained executive status 
on his own merits. Its usually the im- 
mature individual, who has progressed 
as a result of political or family influ- 
ence, who wears the “executive tempera- 
ment as he would an outer garment to 
cover a deep insecurity. Thank goodness. 
they are few and far between!” 

“You make running a secretarial serv- 
ice sound like the most enticing of ca 
reers for a woman, Mary.” 

“It is, believe me. Being a secretary 
is a ‘natural for a woman. Shes not in 
competition with men on a professional 
level but is recognized as an essential 
workmate to all professional men. And 
once she has reached the point where her 
experience and skills and her ability to 
delegate, supervise and work with others 
equal her ambition and desire to be on 
her own, then I believe she should seri- 


ously consider starting her own business.” 
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errors disappear 
in seconds with new 


KO-REC-TYPE 


When you make an error... 




















Simply backspace and place a chemically 
treated strip of KO-REC-TYPE over it, and 
retype the error. 














Gamat 


Remove the KO-REC-TYPE and presto — the 
error has disappeared. Now you can type in 
your correction. 























No erasing, no mess. Takes just seconds. 
Correct carbon copies with KO-REC-COPY. 
Both fine products of the Eaton Allen Corp. 


One package of KO-REC-TYPE cor- 
rects over 5,000 errors and costs only 
$1.19. Ask for it at your stationary 
store or office supplier now. 


EATON ALLEN CORP. 
170 TILLARY STREET 
BROOKLYN 1, NEW YORK 
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HUMAN 


Continued from page 14 


never give in—and he would lose face if 
he did. By conceding his point, Jane can 
“take the wind out of his sails,” and the 
battle will be over. 

To maintain harmony without resent- 
ment on her part, Jane might do well to 
reconsider the subject from an objective 
viewpoint. Men have accomplished more 
than women in most fields. Most of the 
creative geniuses have been male. The 
great philosophers and scientists have 
been men. Though we may hate to admit 
it, even in the realm of cooking—con- 
sidered a womanly art—men are the re- 
nowned chefs. 

Jane can retreat in good grace by re- 
viewing some of the reasons why women 
seldom reach the pinnacle in a line of 
endeavor. By nature, a man hopes to 
excel in his life’s work; most of his 
time, energy and talent are devoted to 
that goal. A woman is more interested 
in people than in things, as a rule. Her 
career usually is just one part of her 
life. The main interest is her home and 
family. Rarely can a woman be free from 
home responsibilities. 

In addition to her housekeeping chores, 
a woman has other demands upon her 
time, peculiar to her sex. She must keep 
up her appearance, take care of social 
obligations, act as hostess, purchasing 
agent, cook, laundress and seamstress. If 
she has a family, she also functions as 
teacher, trainer, nurse, counselor and 
chauffeur. When these things are con- 
sidered, it is amazing that women do 
succeed outside the home to any degree. 

Few men could reach the top in their 
chosen vocations without the help of the 
women in their lives. Many a successful 
man has been spurred on by an en- 
couraging (or nagging) wife. On the 
other hand, the business woman seldom 
has such co-operation or incentive. If she 
is married, her husband’s interests come 
first. Often, the married woman follows 
a career in the face of opposition, great 
or small. The single woman definitely is 
on her own; she must be a self-starter. 

Men are more aggressive, more ener- 
getic, more competitive, and they have a 
broader outlook than women. It is not 
surprising that they have attained greater 
heights. Women were not meant to com- 
pete with men. They were made to help 
them, look after them and spur them on. 
This is one reason why secretarial work 
is rewarding to so many women. The 
contented secretary knows that her efforts 
are helping a busy man accomplish what 
he has set out to do—and Jane can take 
comfort in this truth. 
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Trade your 


Never again need the sound and 
fury of an impatient boss rock the 
office corridors! With the speed and 
efficiency of Oxford Pendaflex hang- 
ing, sliding folders, “‘must-have- 
immediately” letters are always at 
your finger tips. Finger-Tip Control 


we call it . . . and it not only saves 
time, but cuts office costs as well. 
Accuracy? It’s built into Pendaflex 
with exclusive ‘‘Keyboard”’ 
selection! 

Mail the coupon. You'll receive 
—FREE—a File Analysis Sheet, 
full Pendaflex details and a com- 
plete Oxford Catalog. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 

















In Toronto, Luckett Distributors, Ltd. 


Oxford 


FIRST NAME 
IN FILING 














OXFORD FILING SUPPLY CO., INC 
14-2 Clinton Road, Garden City, N. Y. 

Please send free File Analysis Sheet ; 
and complete Oxford Catalog with all the i 
facts about Pendaflex. ' 
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FIRM | 
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SPEED UP 


your Shorthand with 


STENO-RECORDS!! 


STENO-RECORDS are double-faced 
dictation discs giving you actual 
business letters at various dictating 
speeds from 60 to 130 words per 
minute. Most of the letters are gen- 
eral business letters, but some of 
the higher dictating speeds contain medical, legal, and insurance 
dictation. Steno-Records are now produced in two sizes: 
33'/; LP, 12-INCH STENO-RECORD. $3.98 EACH 

=501—60, 70, 80, 90 words per minute. 

+= 502—70, 80, 90, 100 words per minute. 

+ 503—80, 90, 100, 110 words per minute. 

+= 504—90, 100, 110, 120 words per minute. 

Each record contains 36 minutes of dictation. 
45 RPM STENO-RECORDS $1.00 EACH 
Eighteen different records. One speed of dictation on each record. 
The speeds are 60, 80, 90, 100, 110, 120, 130 words per 
minute. When ordering specify dictating speeds you want. Each 
record contains 12 minutes of dictation. Order five, get one free. 























MRS. SECRETARY 


One of the most important tasks of a working wives 


Continued from page 24 


group would be a study of community child-care facili- 
ties. Lack of funds. lack of interest, lack of drive have 
created a situation in most areas little short of deplora- 
ble. We are not speaking here of the attempts at ade- 
quate care provided by public welfare and many private 
agencies for those who lack funds. We are more con- 
cerned with the quality of care a great majority of 
children are receiving via informal arrangements with 
neighbors and relatives. We are concerned with the eight 
per cent of children, six years old and up. who are 
expected to take care of themselves. We would like to 
examine the possibilities of co-operative nursery schools 
for our preschoolers rather than the reliance upon the 
kindly. well-meaning. but not necessarily dependable 
care of older relatives or friends. And since, apparently. 
most mothers enter upon full-time employment when 


their children are between six and nine. we should also 








what every smart 









‘Mmmeeaiageatentiecsctisesi samara water easier mma iit. | like to study our local school situation to determine 
| KEANE RECORDS, Hollywood, California | whether extended schoolday facilities at moderate cost 
| | ; 

Please ship to: would be more feasible than expensive private care or 
) NAME__ —— - -—_ | a key around the neck and an empty house. 

_ neem ' — ‘e would be most interested in parent-child relations 
= ZONE W ld | t interested in parent-child relat 
STATE ne, among other families who have working mothers. We'd 

(Californians add 4% Sales Tax) ‘ 9 : . 
| | like to know how they've handled the rough times and 
KEANE RECORDS the smooth. We'd like to share some of our fears and 
; an See Serene SM, Cutarte 7 guilts. and find out if they're real or imagined. 
‘ 
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> ——— ‘ Streamliner Desk Tray ete Every Day" Files speed 
Fanfold Gummed Labels—in continuous : holds papers oat a slant ine — / sorting, filing; give you 
flow package. Ideal for labeling any- ’ for faster, easier, more | Ke a systematized follow- 
thing in the office 7 convenient pickup . Ae “ up for mail, etc 
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girl should know, 








p cebout GLOBE-WERNICKE’s complete line of office accessories that help 
_/- lighten your work load. Here are just a few of the ‘Secretary Approved" G/W 
_ 7 INU office aids. See them all at your G/W dealer, or drop us a line for a free 
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illustrated brochure. Dept. |-2. 





Globe-Wernicke 
| t a 

Fiberlite wastebasket is spacious, easy makes business a pleasure 

to clean. It's fiber glass reinforced for 


longer life. 


GLOBE-WERNICKE 





The Globe-Wernicke Co. @ Cincinnati 12, Ohio 
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We'd like to get some sound information on family 
finances, insurance, budgeting, investments and _ tax 
problems. If there were enough of us around the coun- 
try, and we fought hard and long enough, we might get 
some tax exemption concessions on clothing, house- 
cleaning, and share of a child’s dependence. We'd like 
to know how we could live better on what we make. 
And bank officers, brokerage house representatives and 
tax consultants, not to mention insurance agents and 
local government officials, would be more than happy to 
give us this information, tailored to our special needs. 

And while we’re not presently in need of marriage 
counseling or family help, we might be at some time. 
While a stay-at-home wife can find herself in marital 
difficulties too, she, at least, doesn’t have to face a boss, 
clear eyed and clear brained every morning. We don’t 
have time for a good case of the blues or the luxury 
of a good cry whenever the spirit takes us. We don’t 
have the money to patronize the local psychiatrist. Per- 
haps a working wives group could show us how to solve 
such problems. Right now we wouldn't know where to 
go for help. A minister? A doctor? The yellow pages of 
the phone book? How much better if an association 
could make use of the facilities of the Family Service 
Association, the Community Council, the local univer- 
sity's marriage clinic. Maybe we'd need more than a 
lecture, but then our committee on family problems 
would have compiled a list of available community 
sources of aid. 

And last, but certainly not least, we’d be pleased to 
have our association help us participate more closely 
with other groups. So many important civic decisions 
are made without us; so many civic efforts are dove- 
tailed to suit the home-in-the-daytime woman that we 
begin to hear complaints. Maybe we can't be den 
mothers or take part in the endless chauffeuring about 
of children, but that doesn’t mean that other pro- 
erams can’t have our support. Perhaps representatives 
of Scouts, the Community Chest Drive and the other 
organizations in town would be willing to attend our 
meetings and tell us just how we could be of service. 

They say it’s the busiest people who find time for 
everything. And maybe our idea of an association would 
add just one more job to our others. However, it could 
prove to be more of a help than a hindrance. We’re 
starting ours by letters to working wife friends, and a 
brief note on the woman’s page in the local paper. 

We haven't thought of a name for ourselves yet, but 
some of us have noted a very proper and honorable 
model for what we’re . . . individually . . . trying to do: 

“Who can find a virtuous woman? For her price 

is far above rubies. 
She considereth a field and buyeth it: with 
the fruit of her hands, she planteth a vineyard. 

She maketh fine linen, and selleth it. 

She looketh well to the ways of her household; 

and eateth not the bread of idleness. 

Give her of the fruit of her hands, and let her 

own works praise her in the gates. 


Proverbs: 31: 10,16,24,27.31. 
February, 1961 
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Adie, Electrice@ 


No need to adjust to a machine when Adler Electric variable key 
depression adjusts to your own personal requirements: short or 
long key strokes to suit yourself! You will like other useful 
effort saving features! For demonstration without obligation 


see your dealer or write “addo-x”, 300 Park Avenue, New York 22 











DILCEDR) 








DISCOVER 
YOUR 


Toleut..: 


in your spare time! 


In a series of startling books offered free upon request, 
a famous publisher points up personal facts which reveal 
that most women are not familiar with the simple tech- 
niques that work like magic in acquiring the necessary 
attributes for gaining added poise, self-confidence, and 
business and social advancement. 

To acquaint the readers of this publication with the 
easy-to-follow rules for developing these important skills, 
the publishers have printed full details of their interesting 
training methods on the following subjects: 

CONVERSATION — A significant but lost art that can 
pay you real dividends in ability, stature,and greater pop- 
ularity. Knowing what to say and how to say it is essential 
and covers the range of interesting rules and principles 
that can be mastered simply and quickly. Even the most 
deadly dull can be transformed into a remarkable and re- 
spected charmer. Her manner of association is constantly 
rewarded by increased demands for her presence at all 
occasions. 

INTERIOR DESIGN — Not only a lucrative and fascinat- 
ing field for those desiring a career, but a pleasurable and 
artistic accomplishment for making your own home more 
appealing. Professional direction in leading you to step-by- 
step training throughout the broad scope of this exciting 
curriculum. Design, color, treatment, perspective, group- 
ings, etc. are covered in detail. 

PHOTO COLORING —A thrilling and delightful hobby 
for profit or pleasure can be acquired rapidly by devoting a 
few hours a week to this distinguished accomplishment. 
Special drawing talent is no longer a prerequisite for taste- 
fully coloring photos and long hours of arduous study have 
been completely eliminated. Factual information for devel- 
oping your talent is outlined in comprehensive fashion and 
designated ideas given for earning extra money at home. 

MEMORY — A business and.social asset unequaled in 
any sense. Truly the guide to a happier way of life and an 
essential factor in reaching higher plateaus of success. A 
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formidable system with proven background, accelerates 
the study and simplifies the method. Each day becomes a 
new and stirring adventure as you discover the clues to a 
life long treasure for remembering anything you want to 
remember. Effective and adaptable to any career or social 
life as your trusted and efficient servant. 

DRESS DESIGN — For “style minded” women who wish 
to develop their aptitude and pursue a career or merely 
create fashion-right wardrobes for themselves and their 
families. Designing and its diversified fields are discussed 
frankly and honestly. As you are led page by page through 
a highly informative prospectus covering designing, fashion 
sketching, pattern drafting, cutting and fitting, you become 
aware of vast opportunities which would enthrall even the 
most discriminating desires. 
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B just check the book or books which interest you ; 
f most. Your selections will be sent free, postage pre- H 
- paid, no obligation. 1 
: Adventures in Conversation 1 
a Adventures in Dress Design I 
t Adventures in Memory i 
' Photo Coloring for Plecsure or Profit j 
e Adventures in Interior Design and Decoration i 
& Mail coupon to: 4 
4 Adult Extension Studies i 
% 835 Diversey Parkway i 
a Dept. 2822 i 
& Chicago 14, Illinois 7 
e i 
a i 
i Name Age. Jf 
EB Address i 
a ' 
g City Zone State 4 
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These Currier & Ives 
faithfully 
Each is 8 by 
11 inches on heavy stock with wide white 
matte borders. Set of 4 is $1, ppd.: from 
Gift House, Dept. TS, 15 Beekman Ave., 
Mt. Vernon, N. Y. 


THE FOUR SEASONS. 
prints are pure Americana 


reproduced in soft colors. 





WANT A KWIK-WASH? Try this liquid, 
no-rinse soap and skin conditioner. Pack 
a compact kit, with soft Scott 
Towels and plastic bottle of 
Kwik-Wash removes dirt, g 


cosmetics. Spe cially 


iged in 
formula, 
rease, carbon, 
vood to use bec ause 
Just $1, ppd.; 
Dept. 
Philadelphia 


it helps prevent chapping. 
from Instant Valet Corporation, 
TS, Land Title Building, 
10, Pa. 





PERSONALIZED PENCI-PEN is a ball-point 
pen encased in wood for ease in holding: 
with ink eraser! 

or anything else 
to forty letters. 
$3. One or many colors (blue, 


jet black) may be ordered. Money-back 


! On each pen—your name 
you want inscribed, up 
Four for $1, 


twelve for 
red, green, 


guarantee. Gardner 
Dept. TS, 166 So. 
Wilkes-Barre, Pa. 


Stamp Company, 
Washington St, 
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FAMOUS LUXURY BRANDS 


= SHOES — BRAS— DRESSES —BLOUSES 





"WAY BELOW WHOLESALE 


That’s right. You can buy brand-new famous 
name shoes including such as |. Miller, 
Andrew Geller, etc. (Values up to $40.00 a 
pair), for $3.00 a pair! You can buy brand- 
new famous name bras including such as 
Exquisite Form, Maidenform, Lady Marlene, 
Bali, etc. (Values up to $8.00 each), for 
$1.16 each! The same sensational savings 
apply to famous name dresses and blouses. 
Our big 4 color catalog brings these incred- 
ible buys to you. Send 50c for the Maurice 
Catalog and see for yourself. 


Maurice of Hollywood, Dept. CT-69 
11 £. 47 St., New York 17, N. Y. 





PERSONALIZED 





LETTERHEADS 


ENVELOPES 





SOCIALLY CORRECT aol grag" 
BARGAIN | = urea ima ae ee 
OFFER. = Soir “imperial White. Wel 


alized sheets (5¥9" x7 





4" OM). | 


FA)HAMILTON-WARD = F5x- 


WESTFIELD, 
MASS. 








No need for you to be content with just 
another humdrum job. Hundreds of im- 
portant, exciting careers—with pay scales 
to match—are open to ambitious, intelli- 
gent women. Advertising. Commercial 
Art. Retail Merchandising. Secretarial. 
Letter Writing. Accounting and Book- 
keeping. And these are but a few. 

All it takes is training . . . the kind you 
can get easily, in your spare time, at 
home. No interference with your present 
job, family or social life. You set your 
own pace, progress as rapidly as you like. 
You get personalized instruction 

Sound interesting? The world’s largest 
correspondence school will send you three 
valuable booklets to help you plan a re- 
warding, well-paid career. The booklets 
are FREE! No obligation. Jus st mail the 
coupon below. You'll receive: (1) 36- 
page “How to Succeed” career guide. 
(2) Career Catalog. (3) Sample I.C.S. 
lesson to demonstrate this famous method. 





CAREERS 






INTERNATIONAL CORRESPONDENCE SCHOOLS 


i 


Dean of Women Box 75096A Scranton 15, Pa. 
Please send me three books (1) “How to Succeed,” (2) sample 1. C. S. 
lesson, (3) opportunity-catalog in subject checked below 

C HIGH SCHOOL (© Good English DC Professional Secretary 
© Accounting [) Retail Merchandising () Short Story Writing 
OC Advertising [) Magazine & Book Illus. ©) Sketching & Painting 
OC Commercial Art © Business Management Other 








—————— 


City Zone 








WALLET ny fe 
PHOTOS PLUS 25« 
HANDLING 


60 for $2.00 plus 25<« handling. 
MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 








FREE Beautiful Bry ]”’ 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest 
silk, double-weight paper. 21.” x 
3%". Send picture or negative with 
your order, Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. 132, GPO Box 644, N. Y. 1, N 











BE AN 







Romance! Travel! Adventure! Fun! 
Train in just four weeks for exciting 
flight and ground positions. Free piace- 
pan od sorweee — 35 airtines. Airtine- 

ned TODAY tor 
FREE INFORMATION—FREE CATALOG. 


 “McCONNELL CL AMmLINe ‘Schoo 
_, Nicollet Ave., Rm. " Minne spotis, Sen 


Address Tel. No 
City State 























| MEMO TO THE OFFICE GIRL! | 


VOSS 


- cone 50. 


Here’s a new way to ATTRACT ATTENTION at the 
office! Just wear the SECRETARY'S CHARM 
BRACELET with its twelve intriguing business office 
miniatures a A rN oc onan peeve). Among 
them are: oc STAPLER, TYPE- 
WRITER, PENCIL SHARPENER, SWIVEL CHAIR, 
TELEPHONE, Etc. Hamilton Gold Electroplated— 
$4.98, STERLING SILVER—$!9.95, I4K Gold— 
$129, Charms available individually in sterling and 
14K gold—see price list below: 

Sterling io" Gold 






1. Time Clock 2.25 0.00 
2. Swiss cheese & coffee 2.25 12:00 
3. Adding Machine 2.25 9.00 
4. Stapler 2.25 8.00 
5. Water cooler 2.25 11.00 
6. Typewriter 2.25 13.50 
7. Eraser & Brush 2.25 7.50 
8. Filing Cabinet 2.25 10.00 
9. Pencil eee (movable) 3.50 14.00 
10. Office desk 3.00 11.00 
tt. Posture Chair (movable) 3.50 13.50 
12. Telephone 3.00 14.00 

Complete set of charms only 18.00 115.00 


Prices include postage, tax, gift box. ORDER 
TODAY! Money-back guarantee. EXTRA FREE 
CHARM: On all charm bracelet orders received by 
February 28th, we will include FREE a steno pad & 
pencil charm and our 56-page lavishly illustrated 
catalog. 


PERSONALIZED GIFTS CO., Dept. 12 TS 
160 Fifth Ave., New York 10, N. Y. 














WHISK AWAY ERRORS! 


Spinning at 4500 rpm, the 


“QWIK ELECTRA ERASER” 


Eliminates ball point, ink, and typing mistakes with 
out smudying One letter at a time can be quickly 
erased with its thin tip, without marring adjacent 
characters. The unique principle of the Qwik Electra 
Eraser permits smudge-free corrections to be made 


on multiple carbon copies, without the use of slip 
sheets. Finished in handsome bronze color, operates 
on standard flashlight batteries, and is supplied with 
12 replaceable tips Send check or money order 
$2.98 ppd 


K & K SALES COMPANY 


1161 PASSMORE ST., PHILA. 11, PA. 


Poanennnnnessscrianeneees 
















FREE weppiwG CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 

Box 824 Dept. E-401 
Chicago 42, Ill. 





PEOPLE ALWAYS “BORROWING” YOUR PENS? 
i. 
Get Penci-Pen with YOUR NAME printed on each pe ~ 


Red, Blue, Black, Green pre-tested Formulabs qualit 
ink flows smoothly, evenly thru all-brass 5%” long cart 





et 











ridge with .039 Medium Point Ink colors may be 
assorted. | line imprint 40 letters. Money back guar 

antee. You can't lose, Sample pen (blank) send 25¢ 
Impr oy prices for same name on each pen: $5.00 dozen, 


WE PAY POSTAGE 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 











A Cue TO BEAUTY and CHARM 


Here are tips, ideas and 
] information on how you 
can get THE MOST out 
of your “‘looks.’’ Covers: 
Hair; its style and care, 
make-up; and how to use it, 
complexion care; weight 
problems and how to reduce, 
clothing, accessories, every- 
thing you need to know about being well 
groomed, including Poise and etiquette 
right down to your hand shake, smile 
and tone of voice. ONLY $1.00! 


FREE te ae order, HOW TO CHARM 
Wi COLOR. 


PADELL BOOK CO., Dept.TS,817 Bway, N.Y. 3 















Diecut to Size 24" x34” 
Wallet 
Photos 

7 ase Daliel ie) 

ENLARGEMENT 


25 $100 Mounted on 8 x10 
fort Panel Embossed, 


60 for $2 00 Etchcraft Frame. 
eee . FREE sate ; 
Plus 25¢ Postage & Handling with eac 


order. 
25 Embossed, round cor- 
ner, deep sunk, panel 
od e@ wallet photos 21/2” 
Y2"" made from any 
pe Bo up to 5” x 7”. Re- 
turned unharmed with 
your FREE framed en- 
largement. POSTPAID 
for only $1.25. Satisfac- 
tion Guaranteed. 

















—"5 ENGLISH you'sacke 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
eationalists. With my new C.l. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn 
the “secrets” of conversation. Takes only 15 minutes 
a day at home. Costs little. 32-page booklet mailed FREE, 
Write TODAY! Don Bolander, Career Institute, 
Dept. E-1452, 30 E. Adams St., Chicago 3, Illinois 









PHONE 
INDEX 


Clips to center 
of phone. Space 
for 155 entries. 


—98¢— 
GREENWICH 


VILLAGE GIFTS 
311 W 21 St. NY 1) 


Write for catalog 











SECRETARY—GIRL OF THE YEAR 


Here is a factual, informative, 24-page job- 
hunting reprint from TODAY’S SECRETARY 
that describes briefly the national secre- 
tarial employment picture and then tells 
through case histories what it’s like to work 
in 11 different industries and professions. 
Especially of interest to the girl who wonders 
whether she is suited for a particular secre- 
tarial job. 
Price—25c per copy; $2.00 per dozen 


Send order with remittance to: 


TODAY’S SECRETARY 


330 West 42nd St., New York 36, New York 








CPS-PLS CANDIDATES 


New 1961 CPS Study Guides: Bus. Law 
(5.00); Bus. Adm. (5.00); Actg. (7.50): 
Sec. Proc. (5.00). PLS Study Guides: Sec. 
Proc. (5.00); Actg. (7.50); Legal Term. & 
Proc. (5.00). Practice Tests: CPS (10.00). 
PLS (10.00). Selected bibliography included. 
without charge. on all orders. Business Re- 
search, PO Box 7093, Long Beach 7, Cali- 
fornia. 























Eraser Soiled! 

For tidier typewritten work you need 
MAGIC MESH — cleans erasers for 
cleaner corrections! Banish erasure 
smudge . keep copy sparkling fresh. 


f, Send 25c to 


© 
age MAGIC MESH CO. 
us Falls Station, Box 801 


Patent Applied For Niagara Falls, New York 
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BOO! Spook-Ski Ski Mask is for the 
young of all ages, skiers or not. Patterned 
after Peruvian creations, women’s style 
converts to hood, men’s and children’s 
can be worn as stocking cap. Of wool. 
with Orlon lining about the face. In mul 
ticolors of red, white, black, loden. 
Adults’ size is $3.98: children’s, $2.98. 
Garon Knitting Mills, Dept. 22, 101 N. 
30th Ave. W., Duluth 6, Minn. 





LINEN LUNCHEON SET from Ireland 
comes in 3 contemporary designs: “Eng 
lish Knights” in olive with turquoise, 
orange and umber, rose and honey: “Sag 
itarius” in turquoise, burnt orange, 
sandalwood, mustard: and “Antique Bot 
tles” in red, blue-gray, soft green. At 
: $8.95 for 12 pieces, 
ppd. Chicago Importing Co., Dept. TS, 
519 W. Belden, Chicago, Tl. 


$5.95 for 8 piece set 





SCULPTURED NUT DISH from Haiti is 
solid mahogany, 12 inches long. Blends 
with almost any furniture scheme, and in 
addition to being used as a serving piece. 
makes an attractive ornament. Only 
$1.49: 3 for $3. aes ppd. From Hobi, Dept. 
TS1, Flushing 52, N. Y. 


TODAY'S SECRETAR) 
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EXPERTS Continued from page 11 


Please explain the whys and where- 
fores of blind carbon copies. 


A. A blind carbon copy is prepared in 
this manner: If the original copy of a let- 
ter has been typed with its carbon copies, 
the original copy is removed from the 
typewriter and bec (blind carbon copy) 
is typed three lines from the top of the 
paper with the name of the person to 
whom the carbon is going. 

Now for the why’s. A letter has been 
written to Mr. Johnson. The dictator 
realizes that Mr. Wallace should read 
the letter also. It’s of no importance to 
Mr. Johnson whether Mr. Wallace reads 
it or not so the original copy of the letter 
is removed from the typewriter, and three 
spaces down from the top of the carbon 


bee: Mr. Wallace is typed. 


Q. As teachers, we are often asked to sign 
our names ona card that will be sent to a 
student who is ill. How should we sign— 
Miss Smith or Susan Smith? 


4. Asthe usage you describe is a social 
rather than a business communication, 
the social signature Susan Smith should 
be used, especially since the student in 
question knows that the signer is “Miss.” 
An unmarried woman may use the pen- 
written form (Miss) Susan Smith as a 
signature on business correspondence. 





Q. Should a or an be used below? 
“This is (a, an) hydraulic pump applica- 


tion.” 


{. The rule is that a is used before all 

consonant sounds, including sounded h. 
As the h in hydraulic is sounded, a 
should be used before it in the sentence 
you quote. 


Q. Should bring or take be used in the 
following sentence ? 

“I will (bring. take) Mr. Jones with me to 
your office and introduce him to you.” 


{. Many writers are confused by this. 

Bring indicates motion toward the 
speaker, or, as in your sentence, to cause 
a person to come along with oneself. A 
trick for remembering this is to connect 
the i in bring with yourself, J. 

Take indicates motion away from the 
speaker. The trick here is to remember the 
as in take and away. 

Your sentence, therefore, should read: 
“| will bring Mr. Jones with me to your 
office and introduce him to you.” 


February, 1961 





BUSINESS 
SCHOOL 
DIRECTORY 


FLORIDA 








“Miami's Finest Finishing School’ 
ADELPHI susiness coucce 
“Where Students Are Individuals” 
500-526 N.E. 79 St. Nr. Bisc. Blvd. 


Miami 38, Fla. Free Brochure 











ILLINOIS 





CALIFORNIA 











CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 


Serving the Valley Since 1891 
Chartered by the State to 
Confer Degrees in Commerce 


1921 TUOLUMNE ST., FRESNO, CALIFORNIA 
Cc. S. BOWLBY, PRESIDENT 








CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 





Approved by National Shorthand Reporters Ass'n 




















NEW YORK 











GRACE BALL 


SECRETARIAL COLLEGE 
San Francisco by the Golden Gote 


One-Year Executive, Legal, Electronics, 
Technical and Intensive Secretarial 
Courses for college women, high school 
and private school graduates. Free per- 
sonal placement service. Residence. 
For catalog write to the Executive Sec- 
retary, 525 Sutter St., San Francisco 
2, California. 


MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 

















MEDICAL-SECRETARIAL Be 


A challenging opportunity 





SCHOOL FOR 


MEDICAL SECRETARIES 


Approved by Son Francisco County Medical Society 
@12 MONTH COURSE Write: Claude S. Yates 
® ACBS ACCREDITED 1441 Van Ness Avenue 
S 1934 San Francisco 9, Calif. 














BE AN ADMINISTRATIVE ASSISTANT 


Prepare for secretarial jobs with prestige! 
Two-year and one-year courses. Distin- 
guished faculty. Individualized guidance. 
Placement service. For catalog, write the 
Enrotiment Director. 
420 Lexington Ave., N.Y. 17, N.Y. MU 5-3418 
122 Maple Ave., White Plains, N.Y.WH 8-6466 
22 Prospect St., E. Orange, N.J. OR 3-1246 





SOUTH CAROLINA 

















HAWAII 


LIX RMRIE OS SIR 
~ BUSINESS COLLEGE 
Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
d accredited by the 


Accrediting Commission for 
Business Schools 








PALMER COLLEGE 
Accredited by ACBS 


Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8S. C. Dormitories for boys and 
girls. For catalogue write Charles E. Palmer, 
C. P. A., President, Charleston, 8. C. 














VERMONT 











MONTPELIER CITY COLLEGE 


MONTPELIER, VERMONT 


CO-EDUCATIONAL 


SPECIALIZED BUSINESS TRAINING IN ACCOUNT. 
ING, BUSINESS ADMINISTRATION, EXECUTIVE 
AND MEDICAL SECRETARIAL, STENOGRAPHY, ON 
A ONE-YEAR AND TWO-YEAR BASIS. Write for 
free catalog. 














Q. Is it proper to capitalize such words 
as doctor, priest, nurse, social worker, 
agency, hospital when they don't apply to 
a specific person or thing? 


A. It isn’t proper unless it’s the style of 
the office in which you work. 


How should the word r-e-s-u-m-e be 
typed? Should accent marks be used? 


A. There are two words spelled r-e- 
s-u-m-e. The word resume (with no accent 
mark) is a verb meaning “to recom- 
mence.” 

Résumé is a noun, derived from the 
French, meaning “a summing up.” It has 
two accents. There is no word with one 
accent. 


Q. What is the correct way to sign a car- 
bon copy of a letter? Is it necessary to sign 
the carbon copy as long as the company 


name and the dictator's name are on it? 


A. Secretaries whose employers wish to 
have the carbon copies show a signed 
signature usually do this: The letter is 
prepared with one carbon pack. The letter 
and carbon pack are clipped together, and 
the employer signs the original with a 
ball-point pen, thus transmitting the sig- 
nature to the carbon copies. 


(SGD) or just S is written before a 
signature when copying it, to show be- 
yond question that the original letter was 
signed, that the name was not merely 
typed on it. 
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Seminar for Secretaries 

Sounds dull? Well, hold on, now— 
what could be more modern or intrigu- 
ing than a Flying Seminar for Secre- 
taries—in Europe? That's just what the 
young year in conjunction with the Na- 
tional Secretaries Association (Inter- 
national) has brought forth. 

The Association has announced its 
first European Liberal Arts Seminar, vis- 
iting Rome, Florence, Paris and London 
from March 11 to 26. And, says Mrs. 
Evelyn G. Day, international president 
of the world’s largest organization of 
women employed in a single profession, 
“All secretaries are welcome to partici- 
pate, whether or not they are affiliated 
with NSA.” 

\ glance at the special brochure pro- 
vided by Trans World 


Simmons Gateway Tours, who are ar- 


Airlines and 


ranging the trip, will tell you why this 
experiment is called a “liberal arts semi- 
nar.” In Rome, the Vatican, Forum and 
Colosseum will be viewed in the light of 
a group discussion on contemporary 
Italian culture, an opera performance 
and an audience with the Pope. An 
explanation of Florentine art at the Uni- 
versity of Florence will put in perspec- 
tive the priceless collections housed in 
the Flower City’s Ufhzi and Pitti Palace 
galleries. 

... From the Louvre, to sHaPe, to the 
ballet, in Paris—with time to shop for 
fabled French lace and parfums .. . 
Then London—and on the very evening 
you arrive, your presence requested at an 
Old Vic performance of Shakespeare . . . 

We might mention a seminar in Brit- 
ish drama, tours of the political and 
financial hearts of the city, a literary 
evening with one of England's outstand- 
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ing authors. a concert given by the Lon- 
don Symphony Orchestra—and we'd not 
yet have told you all. 

Think you'd like to go? Then get with 
it. gal—the limit is one hundred persons 
with NSA members given preference, 
and deadline for registering is February 
10. A deposit of $100 is required when 
making your reservation, with balance of 
$696.60 (all-inclusive) due on deadline 
day. Suggestions on passport, clothes 
and currency are detailed in the bro- 
chure. 

The group will leave from New York 
City and will fly both ways on TWA jets. 
For more information, write Dr. Fred S. 
Cook. Seminar Co-ordinator, The Na- 
tional Secretaries (Inter- 
national). 1103 Grand Avenue, Kansas 
City 6. Missouri. 


Association 


> . ’ 
Bon voyage: 


Romance Is In the Air... 

on February 14, for that is, of course, 
Valentine’s Day. a span of twenty-four 
hours when we all become a wee bit 
sentimental. 

In case you'd like to know how the 
custom of sending heart-shaped and lacy 
festoons of affection originated, tradition 
tells us that it goes back to the third 
century. St. Valentine, about to be put 
to death for aiding Christian martyrs 
during the persecution under the Roman 
emperor Claudius, fell in love with the 
blind daughter of his jailer. The saint 
was executed on February 14, leaving 
behind a note declaring his love for the 
girl. Of course the note was signed, 
“From your Valentine.” 

Valentines were first given in America 
in the eighteenth century and were en- 
tirely handmade. Later they became 
more elaborate with envelopes deco- 





rated to match. In the Victorian era, 
machine-stamped lace paper came into 
vogue, causing a surge of cut-out back- 
grounds and paste-on silhouetted cupids 
and arrows betokening love. Then, close 
to the turn of the century, mass produc- 
tion brought about the wholesale manu- 
facture of valentines on pulp paper and 
post cards. 

Today. there's a trend back to the 
more personal handmade variety—many 
people make their own. Just get hold of 
some red construction paper, lace paper 
doilies, ribbon, cellophane tape and red 
plastic tape. These are the general re- 
quirements: now, let your imagination 
hold sway. Personalize your card by 
spelling out a name with gold letters 
or. adorn it with odds and ends from 
your sewing and jewelry boxes: artificial 
flowers, pearls and velvet ribbon—make 
it really express you ... Oh, we almost 


forgot—happy Valentine’s Day! 


So You Scoff at Santa Claus? ? 

Think you don't believe in that jolly 
man with the roly-poly tummy and the 
blanket beard. eh? Well. young lady. 
put your job application in at a New 
York bank, work hard for the next ten 
months—and when Christmas “61 comes 
round, sit back and hold your breath. 
You just may get a promotion. 

It seems that during the week before 
Noel, banks traditionally pass out execu- 
tive promotions, and with your boss's ad- 
vancement comes your own. 

Knowing what your company’s present 
might be doesn’t lessen the thrill when 
it comes, and its good to know, come 
December, that you're not holding you 
breath alone. Clenching fingers beside 
you will be that esteemed man, your 
boss, and since your promotion de- 
pends on his own, it behooves you while 
you do your own striving to prod him a 
little, too. 

It works this way. Your boss's ad- 
vancement from junior executive to as- 
sistant vice-president, and, finally, on 
some golden day, to vice-president, 
doesn’t bring with it a new secretary. 
Secretaries are assigned to men as junior 
ofhicers and rise with their bosses in rank 
and title. 

Exalted situations can of course breed 
complications when as a secretary you 
have more than one boss, one of whom 
has not advanced! But we have a feeling 
you ll take it in your stride. 

. . . Christmas 19 (61, perhaps?)— 
bells are ringing and that promotion 
summons to you and your boss has ar- 
rived . . . By the way, what was your 
answer to our first question? 
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“STAR” OF THE OFFICE—S TAR PLASTIC TYPE CLEANER! 


PRESS IT! 


KNEAD IT! B® \ 
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Ink sticks to it. Dirt sticks to it. Office machine grime sticks to it. Nothing 
sticks to you! STAR TYPE CLEANER thoroughly cleans typewriter keys, 
adding, billing and addressing machines, time stamps and rubber stamps 
—and your own hands stay clean! 

In fact, there’s nothing to stain. No messy brushes or rags. Nothing to 
spill...nothing to corrode metals...no fumes and no fire hazard, either. 
It's quick, easy, modern! 

More? It’s so economical it can be used daily for months on end. Prolongs 
machine-life, cuts repairs and servicing. Comes in hinged-cover plastic 
box. See your nearest stationer for STAR TYPE CLEANER by EBERHARD 
FABER—your one source of supply for all writing needs. 


SINCE 1849 


EBERHARD PASSER 


Witkes-Barre, Pennsyivania-New York-Toronto, Canada 








| the most beautiful, 
exctting 
new typewriter 
since 
. typing went 
electric! 





THE NEW REMINGTON ELECTRIC oOuwutTSTYLES. OUTPERFORMS. 
OUTSMARTS AND OUTDATES ANY OTHER ELECTRIC IN THE FIELD 


Breathtaking breakthrough into tomorrow! The new Remington Electric heralds a 
new dawn of typing ease and comfort for secretaries —a new age of impeccable 
correspondence for letter-signing executives, too. Available in 6 soft pastel 

colors, this fine performer speedily moves mountains of paperwork. 


See the new Remington Electric at your local Remington Rand office today! 


Remington. Frand. 


DIVISION OF SPERRY RAND CORPORATION 





